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PART 1.    GENERAL INSTRUCTIONS

A. All records must be inventoried and scheduled. (Refer to pages 4 and 9 in the Records Retention Handbook.)

B. Complete the Records Retention Schedule Form (STD 73) making three (3) copies.  Retain one copy for your program and submit the original and two copies to your agency’s Records Management Coordinator (RMC) for approval. After RMC approval, the original and two copies will be forwarded to the California Records and Information Management Program (CalRIM) for their review and approval.  CalRIM will then forward the original and two copies to the California State Archives for their review to determine if the schedule contains records of historical significance.  After their review, the California State Archives will retain one copy for their files and return the original and one to CalRIM.  CalRIM will scan the original to the www.softfile.com digital repository and return the remaining copy to the Agency’s RMC. (Refer to page 12 of the Records Retention Handbook - RRH).

C. For definitions of “record” and “non-record” material, refer to page 4 of the Records Retention Handbook.

D. For definitions of “active” and “inactive” records refer to the Records Retention Handbook.

E. For “electronic records” refer to the Electronic Records Management Handbook at www.dgs.ca.gov/rmpublications
F. Categorize your records under two major subheadings in the schedule:

(1) Administrative Management – These include records common to most agencies such as personnel, budget, supply, etc.  Examples are: personnel records, budget records and records management.
(2) Program Management – These include those records that relate to an agency’s primary functions.  Examples are, contractor licenses, property insurance claims.
G. When completing a schedule, refer to your program’s previous schedule (if one exists).

(1) Review to determine if your program is scheduling all its records.

(2) All records on a previous schedule must be accounted for on the new one. If any records from the previous schedule have been discontinued, transferred to another agency, or listed under a different Item Number list them on the last page of the schedule under heading “Summary of Changes”. This will provide an audit trail of discontinued and transferred records.  See example below:
Summary of Changes

	Previous RRS
	Item #            
	Status of Item Not Carried Over to Revision

	02-033 
	6 
	No longer required.

	02-033
	10
	Transferred to another office.

	02-033
	15
	Believed to be destroyed by mistake.

	02-033
	23
	Discontinued


H. When completing your schedule, use the most current version of the STD 73 Records Retention Schedule form.  If you have questions concerning the most current version, contact CalRIM.
I. www.dgs.ca.gov/recordsmanagementforms
J. Once CalRIM approves a records retention schedule, it remains current for five years from the approval date. Any changes to the approved schedule during that five year period are done by amendment.
(1) Inventory all records a minimum of every five years.

(2) Begin updating your schedules before the fifth year expiration.

(3) A current schedule is needed to transfer records from agency active files to the State Records Center (SRC) for inactive records storage.

K. Retention periods are normally based on “calendar” or “fiscal” year cycles. If a different type of cycle is used, cite it in Column 48 “Remarks” of the schedule.

L. Although schedules are revised every five years, from the date approved by CalRIM, records retention schedules that are not revised remain in effect but are considered “non-current”.
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