
STATE OF CALIFORNIA- DEPARTMENT OF GENERAL SERVICES' l3TD.73 (REV. 6l2002) 

.RECORDS RETENTION SCHEDULE STATE RECORDS PROGRAM 

Submit three copies to: Department of General Services, .California Records and Information Management, 707 Third St. :t'd Fl., W. Sacramento, CA 95605. 

A CaiRIM Consultant may be reached by phone at (916) 375-4404, by fax at (916) 375-4408 or by e-mail at CaiRIM@dgs.ca.gov 

(1) DEPARTMENT, BOARD OR COMMISSION (2) AGENCY BILLING CODE (3) 

BOARD OF CHIROPRACTIC EXAMINERS 31006 PAGE OF 9 
(4) DIVISION/ BRANCH/ SECTION (5) ADDRESS 

2525 NATOMAS PARK DRIVE, SUITE 260, SACRAMENTO, CALIFORNIA 95833 
CHECK THE APPROPRIATE BOX 

(6) 0 New schedule of records that have never been scheduled. [Complete boxes (9)-(12)] 

(7) !i2J Revising a previous schedule. {Complete boxes (13)-(16)] (A new approval number will be assigned.) 

(8) 0 Amending some pages of a previous schedule. [Complete boxes (13}-(16)] (The original approval number will remain in effect.) 

NEW SCHEDULE (12) CUBIC FEET (Total Schedule) 

(13) SCHEDULE NUMBER (16) PAGE NUMBER(S) REVISED 

2000-01 

(17) MISSION/FUNCTIONAL STATEMENT 

The mission of the Board of Chiropractic Examiners is to 1) protect Californians from fraudulent or incompetent practice of chiropractic; 2) examine applicants for licensure in order to 
evaluate entry level competence; and 3) enforce the Chiropractic Initiative Act and regulations relating to the practice of chiropractic. 

As the program manager (or person authorized to sign for the program manager) directly responsible for the records listed on this records retention schedule, I 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 ofsuch plans are shown in Column 45, Remarks. 

(19) TITLE (20) PHONE NUMBER 

Executive Director 916-263-5355 

this Records Retention Schedule by the Department of General Services is hereby requested. Retention periods shown have 
the State Administrative Manual. 

(23) CLASSIFICATION (26) DATE SIGNED 

Business Services Assistant 

(31) Contains no material s,vbject to further review by the California State Archives 

(32) Contains material subject to archival review. Items stamped "NOTIFY ARCHIVES" may not be destroyed without clearance 
by the California State Archives. (Per Section 1671 of the State Administrative Manual.) 

(33) 

mailto:CaiRIM@dgs.ca.gov


---1--1------------------~~--~---

STATE OF CALIFORNIA- DEPARTMENT OF GENERAL SERVICES 
, ST0.73 (R,EV. 612002) STATE RECORDS PROGRAM RECORDS RETENTION SCHEDULE 

Submit t/Jree copies to: Department of General Services, California Records and Information Management, 707 Third St. Z'd Fl., W. Sacramento, CA 95605. 

A CaiRIM Consultant may be reached by phone at (916) 375-4404, by fax at (916) 375-4408 or by e-'!'ail at CaiRIM@dgs.ca.gov 

(35) CaiRIM APPROVAL NUMBER 

ITEM CUBIC CA. STATE 

# FEET* ARCHIVES 

USE ONLY 

(37) (38) (39) 

TITLE AND DESCRIPTION OF RECORDS 

(Double spaces between items) 

(40) 

~ 
0 
w 
:2 

(41) 

....1 

~ 
> 

(42) 

OFFICE 

(43) 

RETENTION 

lEPT. SRC 

(44) (45) 

TOTAL 

(46) 

~.05 
PRA 

(Exempt) 

& 
IPA 

(47) 

··~ 
'I 
'n 

!' --~ ;-:) "-. (36) 

, PA'\3E 

2 
OF 

REMARKS 

(48) 

9 
PAGES 

ADMINISTRATION 

1. 

2. 

5 

1 

Personnel Files: Includes all standard 
personnel forms for Board members and 
office staiT. 

Workers Compensation Claims filed 

p 

p 

current 
+1 

Active 

2 

2 

current 
+3 

Active 
+2 

XI 

XI 

Retain as "current" until employee separates 
or appointment ends. Confidential destruction. 

Retain as ,;active" until settlement of the claim 
or closure ofthe case. Then retain two years. 
Confidential destruction. 

3. 1 Grievances filed p Active 3 Active 
+3 

XI Retain as "active"until the problem is 
resolved. Then retain for three years from 
date of resolution. Confidential destruction. 

4. 

5. 

3 

2 

Absence and Additional Time Worked 
(timesheets) for Board members and office 
staff 

Examination Applications for employment 
with the Board. 

p 

p 

current 
+1 

2 

2 current 
+3 

2 

XI Retain current + 1 year in office; then retah1 2 
years. Confidential destmction. 

Retain for two years after completion of 
interview process for vacancy. 

6. 13 Procurement Materials: Includes contracts, p 

inter agency agreements, purchase orders, 
payee data records, vendor check requests, 
claim s::he:Jules, vEribr invoices, 
investigator ard 8{fert \vltness invoia:~, 
Cal-Card invoices, receipts, ard- b:ink 
statEtTEnts, printing r~siticns. 

CUITent 
fiscal 
year+2 

4 current 
+6 

Retain current fiscal year + 2 in office; destroy 
after audit or four years, whichever comes 
first. 

7. 8 Budget Material: Includes general ledger, 
revolving fund accom\tability, statement of 
revenue, deposit slips, refund requests, report 
of collections 

p current 
fiscal 
year+2 

4 current 
+6 

Retain current fiscal year + 1 in office; destroy 
after audit or four years, whichever comes 
first. 

* Provide total of ofiice and departmental 

mailto:CaiRIM@dgs.ca.gov


STATE OF CALIFORNIA- DEPARTMENT OF GENERAL SERVICES 
, STD.73 (R,.EV. e.'2002) STATE RECORDS PROGRAM RECORDS RETENTION SCHEDULE 

Submit three copies to: Department of General Services, California Records and Information Management, 707 Third St. Z'd Fl., W. Sacramento, CA 95605. 

A CaiRIM Consultant may be reached by phone at (916) 375-4404, by fax at (916) 375-4408 or by ~-~ail at C.alRIM@dgs.ca.gov -
(35) CaiRIM APPROVAL NUMBER 	 r.:os => 159 I(36) . 3 9·• PAGE OF PAGES 

ITEM CljBIC CA. STATE TITLE AND DESCRIPTION OF RECORDS 


# FEET* ARCHIVES 

USE ONLY (Double spaces between items) 


(37) (38) (39} 	 (40) 

8. 	 7 Requests for Proposals (RFP); Invitation for 
Bids (IFB); Budget Change Proposals (BCP): 
Includes all supporting documents and 
correBfCl'"d=nce. 

Travel Materials for Board members and all 
staff: Includes travel claim worksheets, 
copies of receipts, Std. 262 Travel Expense 

clairrs, OJt.-of-State travel rSJ.16Sl:s. 

9. 3 

Feasibility Sh1dy Reports (FSR): Includes10. 	 2 
approved, disapproved and supporting 
documentation. 

11. 	 2 Transitory Materials: Includes back-up tapes, 
transitory e-mails and other duplicate 
computer files. 

12. 	 1 Inventory/ Surph1s: Includes inventory lists; 
equipment received reports; surplus lists. 

<( 

0 
UJ 

...J 

~ OFFICE 

RETENTION 

DEPT. SRC TOTAL 

PRA 
(Exempt) 

& 

REMARKS 

:2 > IPA 
(41) (42) (43) (44) (45) (46) (47) (48) 

p current 3 current Retain current +1 in office; then retain 3 years. 

+1 +4 

p current 4 current Retain current +2 in office; destroy after audit 

+2 +6 or four years, whichever. comes first.. 
Confidential Destruction. 

p 2 ·2 4 FSR's Approved: Retain in office for 2 years 
after approval then retain 2 years. 
FSR's Disapproved: Destroy 1 year after 
disaj;:proval. D?st.roy .scq;p:rtit"B 
d::x.rnents frur m:nths after arproval/ 

. . disaj;:proval • 

M 1 1. Destroy when they have served their purpose. 

p 4 4 Retain in office 4 years then destroy in office. 

* Provide total of office and departmental 

mailto:C.alRIM@dgs.ca.gov


STATE OF CALIFORNIA- DEPARTMENT OF GENERAL SERVICES
STD.73 (REV. 6!2002) 

STATE RECORDS PROGRAM RECORDS RETENTION SCHEDULE 
Submit three copies to: Department of General Services, California Records and Information Management, 707 Third St. Z'd Fl., W. Sacramento, CA 95605. 

~-	 . 

A CalRIM Consultant may be reached by phone at (916) 375-4404, by fax at (916) 375-4408 or by e-mail at CalRIM@dgs.ca.gov 

(35) CaiRIM APPROVAL NUMBER 	
("\< ,~ I(36) 4 9·llJ 5 =- 1 r;,. -~ .ij PAGE OF PAGES 

ITEM CUBIC CA. STATE TITLE AND DESCRIPTION OF RECORDS 

# FEET* ARCHIVES 

USE ONLY (Double spac~s between items) 

(37) (38) (39) 	 (40) 

13. 	 2 Clrron Files: Outgoing monthly 
correspondence 

14. 10 	 Minutes: Includes Board meeting Agenda NOTIFY 
Notices; Minutes and meeting packets. ARCHIVES 

15. 	 .5 Std. Form 72, Records Retention Schedule 
Approval Request 

16. .5 	 Std. Fonn 73, Records Retention Schedule 

Std. Form 71, Records Transfer List 17. .5 
-

CONTINUING EDUCATION 

18. 	 10 Continuing Education: Includes seminar 
infom1ation, approved providers and 
suspended provider infonnation. 

RETENTION PRA 
.. 

<( 

i5 
LU 

....1. 

~ OFFICE £EPT. SRC TOTAL 
(Exempt) 

& 

REMARKS 

:::2: 5 IPA 

(41) (42) (43) (44) (45) (46) (47) (48) 

p 2 2 Retain in office for two years. Recycle. 

p 10 PERM Retain in office ten years, Keep record 
permanently. May be historical record. 

p current current Retain as "current" until revised, superseded 
or rescinded. 

p current current Retain as "current" until revised, superseded 
or rescinded. 

p current current Retain as "current" until records listed have 
been either destroyed, retired pem1anently, 
transferred to the State Archives. or when 
oo 1CfBer nee:Ja::l. 

p 5 5 Retain five years from last seminar date or 
from termination of provider suspension date. 

* Provide total of office and departmental 

mailto:CalRIM@dgs.ca.gov


ST0.73 (REV. 6!2002) STATE OF CALIFORI~IA- DEPARTMENT OF GENERAL SERVICES 

RECORDS RETEIHION SCHEDULE STATE RECORDS PROGRAM 

Submit three copies to: Department of General Services, California Records and Information Management, 707 Third St. Z'd Ft., W. Sacramento, CA 95"605. 

A CalRIM Consultant may be reached by phone at (916) 375-4404, by fax at (916) 375-4408 or by e-mail at Ca!R!M@dgs.ca.gov 

(35) CaiRIM APPROVAL NUMBER 

IUJ ~")"-· 
c..t...-:• '~ 

,,.. 
!-•\ 
~. ;. 

q
.•;j 

,'l> 
'1 

I (36) 

PAGE 
4 

OF 
9 

PAGES 

ITEM CUBIC CA. STATE TITLE AND DESCRIPTION OF RECORDS RETENTIOhl PRA 
.. 

If FEET • ARCHIVES 
USE ONLY (Double spaces between items) 

:'1 
0 w 
::'!! 

--' 
~ 
> 

OFFICE DEPT. SRC TOTAL 
(Exempt) 

& 
IPA 

REMARKS 

(37)
-­ (38) (39) (40) (41) (42) (43) (44) (45} (46) (47) (48) 

13. 2 Chron Files: Outgoing n1onthly p 2 ' 2 Retain in office for two years. Recycle. 
correspondence 

14. 10 NOTIFY 
ARCHIVES 

Minutes: Includes Board meeting Agenda 
Notices; !Vlinutes and meeting packets. 

p lO PERM Retain in office ten years, Keep record 
permanently. May be historical record. 

15. .S Std. Form 72, Records Retention Schedule p current current Retain as "cmTent" until revised, superseded 
Approval Request or rescinded. 

16. .5 Std. Form 73, Records Retention Schedule p current current Retain as "current" until revised, superseded 
or rescinded. 

17. .5 Std. Form 71, Records Transfer List p current CUtTent Retain as "current" until records listed have 
been either destroyed, retired permanently, 
transferred to the Stale Archives, or when 
m l~er nee:3a:J_ 

CONTLNU!NG EDUCATION 

18. [() Continuing Educalion: lncludes seminar p s 5 Retain five years from last seminar date or 
inJ'onnation, approved providers and from termination of provider suspension date. 
suspended provider information. 

* PI'L)viJc total of ofliGc and departmentnl 

mailto:Ca!R!M@dgs.ca.gov


STD. 73,(REV. 612.002) STATE OF CALIFORNIA- DEPARTMENT OF GENERAL SERVICES 


RECORDS RETENTION SCHEDULE STATE RECORDS PROGRAM 


Submit three copies to: Department of Gen~ral Services, California Records a~d Information Management, 707 Third St. 2"d Fl., W. Sacramento, CA 95605. 

A CalRil\11 Consultant may be reached by phone at (916) 375-4404, by fax at (916) 375-4408 or by email at CalRlM@dgs.ca.gov 

(1) DEPARTMENT. BOARD OR COMMISSION· (2) AGENCY BILLING CODE. I (3) 
BOARD OF CHIROPRACTIC EXAMINERS 31006 

· PAGE 1 OF PAGES 

(4) DIVISION/ BRANCH/ SECTION 	 (5)ADDRESS 

2525 Natoma~ Park Driv~, $te. 260, Sacramento, CA, 95833 

CHECK THE APPROPRIATE BOX 

(6) D 	New schedule of records that have never been scheduled. [Complete boxes (9)- (12)] 

(7) 	 D Revising a previous schedule. [Complete boxes (13) -(16)] (A new approval number will be assigned.) 

Amending some pages of;;~ previous schedule. [Complete boxes (13)- (16)] (The original approval number will remain in effect.) (8) ~ 
NEW SCHEDULE 	 (.9) SCHEDULE NUMBER (10) SCHEDULE DATE (11) NUMBER OF PAGES (12) CUBIC FEET (Total Schedule) 
INFORMATION (If applicable) 

PREVIOUS SCHEDULE (13) SCHEDULE NUMBER (14) APPROVAL NUMBER (15) APPROVAL DATE (S) (16) PAGE NUMBER(S) REVISED 

INFORMATION (If applicable) 2eee-e1 '2-005-.0/-A-l 00-107 7 

(17) MISSION/FUNCTIONAL STATEMENT: 

;· 	 .·-:­
..i=>AR.t 1- AGENcY sTATEMENts· .·.' .• _, : .• :... ·.-: :'',i,,/ <X > ·_: .· . . ·· >'/: :c~; 2~~·!;; :+;: tX~·fWY\~;t;.:;tV:fi-'L'~:·r: • :;'i~:;:~ , : .·····.·.' 

As the program manager (or person authorized to sign for the program manager) directly responsible for the records listed on this records retention schedule, I 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 t!Jis schedule are protected. If 
protection is not currently provided but plans are underway, the details ofsuch plans are shown in Column 45, Remarks. 

(18) f.<NATU_R.E- filANA\?R REpPONSIBLE FOR THE RECORDS (19) TITLE (20) PHONE NUMBER 1(21) DATE SIGNED 


. vJ fl)'t'YI .J Executive Officer 916.263.5359 01/16/09
" 	 'Srir/JI tV\. 
In ac6cl?ci~~-~e ,.:;it~CovertB'\~t,~~de 14755, approval of this Records Retention Schedule by the Department of General Services is hereby requested. Retention periods shown have been established in 
accordance with th€/criteria set forth by S.ection 1667 of the State Administrative Manual. 

(22) SIGNATURE- RECORDS MGMT. ANALYST I (23) CLASSIFICATION (24) NAME (Printed or Typed) (25) PHONE NUMBER I (26) DATE SIGNED 
Staff Services Analyst Marlene Valencia 916.263.5363 01/16/09 

~L-	 .. .-:,·:. .,PART''~ oE:pfJ.._RfMENtPF ~-~N~Mh~g~YJ.c:~,*i1APo~-R~YA~I~~kt~8..[~rhm~rit:?;rW.:.~~~t!§fi&iii#.m\5Xf!:;~;;::~~f]y~'J!iJ,f~fx~~~·_:_}:fln ;':..····•··. ·;' :/:,:: ~. ' ' . ' .' 

(27) SIGNATURE -CaiRIM CONSULTANT 	 (28) APPROVAL NUMBER (2g) DATE SIGNED I(30) EXPIRATION DATE 

.,... 
..F>;}in 1ii _.i ARqHiYA~:<s~~i=cTioN,(Pet qc!V~mm~IUFb,Wt§~~fl?ri11f¥#t1i1.Ti 	 ':;'·' {' ···I.E'':·~·-·· ·fQRA.~¢ti)YE.S; $TAMP.. ·.. .,:.:~!;'· \W',{!'!;:':~)f~'·tf~;~!;'MF:•t'''·'~*)i}t':·I·;;;'f.'~j: •'-~--- .··· 

··: 

·• .•· ';:•,: .•.· ... 

THEATIACHED RECORDS RETENTION SCHEDULE: 

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

(32) 	 D Contains material subject to archival review. Items stamped "NOTIFY ARCHIVES" may not be destroyed without clearance 
by the California State Archives. (Per Section 1671 of t!Je State Administrative Manual.) MAILEDg 1-- iL() -00 

(33) SIGNATURE- CHIEF OF ARCHIVES OR DESIGNATED REPRESENTATIVE I (34) DATE SIGNED 

http:qc!V~mm~IUFb,Wt�~~fl?ri11f�#t1i1.Ti
mailto:CalRlM@dgs.ca.gov


\ ......... , ................................ ·~ ............... ..
~ I,--, 

Page of 

RETENTION PRA
ITEM CUBIC CA. STATE TITLE AND DESCRIPTION OF RECORDS 

REMARKS<( 	 (Exempt)
# FEET* ARCHIVES 	 _J0 OFRCE DEPT. SRC TOTAL &USE ONLY (Double spaces between items) w i=S

2 > 	 ' IPA 

(40) (41) (42) (43) (44) (45) (46) (47) 	 (48)
(37) (38) (39) 

p 2 	 2 Retain in office for two years. Recycle. 13. 	 2 Chron Files: Outgoing monthly 
correspondence 

Retain in office ten years, keep records 
p 10 PERM pennanently. May be historical records. 

notices, minutes and meeting packets 
14. 10 	 Minutes: Includes Board meeting, agenda 

15. 	 .5 Std. Fonn 72, Records Retention Schedule p CutTent CutTent Retain as "cmTent" until revised, superseded 


Approval Request 
 or rescinded .. 

.. 
16. 	 .5 Std. Fonn 73, Records Retention Schedule p Current Current Retain as "cun·ent" until revised, superseded 


or rescinded. 


Retain as "cutTent" until records listed have 17. .5 	 Std. Fonn 71, Records Transfer List p Curt·ent CuiTent 
been either destroyed, retired permanently, 
transfetTed to the State Archives, or when no 
longer needed. 

CONTINUING EDUCATION 

p 1 1 Retain one year fi·om last seminal" date or 

infommtion, approved providers, and 
18. 10 	 Continuing Education: Includes seminar, 

from termination of provider suspension date. 

suspended provider information. 

-

* PJOvtde total of office and departmental 



STATE Oi= CALIFORNIA- DEPARTMENT OF GENERAL SERVICES 
, STD.73 (8.EV. 612002) 

STATE RECORDS PROGRAM RECORDS RETENTION SCHEDULE 
Submit three copies to: Department of General Services, California Records and Information Management, 707 Third St. :t'd Fl., W. Sacramento, CA 95605. 

A CaiRIM Consultant may be reached by phone at (916) 375-4404, by fax at (916) 375-4408 or by e-mail at CaiRIM@dgs.ca.gov 

I (36)(35) CaiRIM APPROVAL NUMBER 5 9IDS-- 1 t~ ~ irli'AGE OF PAGES
' 

ITEM 

# 

(37) 

CUBIC 
FEET* 

(38) 

CA. STATE 

ARCHIVES 

USE ONLY 

(39) 

TITLE AND DESCRIPTION OF RECORDS 

(Double spaces between items) 

(40) 

LE_GISLA TIVE 

~ 
0 
UJ
:z 
(41) 

_J 

~ 
5 

(42) 

OFFICE 

(43) 

RETENTION 

a:PT. SRC 

(44) {45) 

TOTAL 

{46) 

PRA 
(Exempt) 

& 

IPA 

{47) 

.J 

REMARKS 

{48) 

19. 

20. 

12 

4 

NOTIFY 
ARCHIVES 

-­

NOTIFY 
~RCHIVES 

Board rules, regulations and proposed 
changes, Attorney General opinions 

Rulemaking files 

p 

p 

X 

X 

5 

5 

PERM 

PERM 

PERM 

PERM 

Retain in office for five years from publication 
or change. Keep record pennanently. 

Retain in office for five years. from date of 
publication. Keep record pern1anently. 

LICENSING 

21. 228 NOTIFY 
ARCHIVES 

License files: Includes licenses for California 
chiropractors, reinstatement applications, 
college transcripts. miscellaneous 
o:Jrre::p:rrl2nce ard rerlE.Wcll slifS. S:rre 
rray inclu::E certificates of forfeiture 
of liCErJSe tD practice d1ircpr:actic. · 

p active 
+3 

PERM PERM Retain in office, "active" + three years from 
date of license expiration. Keep record 
oetmanentlv. 

22. 

23. 

1 

8 

Reciprocity: Includes applications and 
correspondence. If reciprocity applicant is 
granted a license, the file is moved to item 
#21. 
Chiropractic Corporations: Includes 
applications, Secretary of State filings, and 
annual repmi. 

p 

p 

1 

1 

\ 

1 

1 

Retain one year from date of final action 
unless applicant has been granted a license, 
see Item #21. 

Retain in office for one year after corporation 
is dissolved. 

24. 1 Referral Service files: Includes application, 
fictitious name statement, list of member 
chiropractors and approval letter. 

p 1 1 Retain in office for one year from termination 
date of referral service. 

*Provide total of office and departmental 

mailto:CaiRIM@dgs.ca.gov


STATE OF CALIFORNIA- DEPARTMENT OF GENERAL SERVICES 
STD.73 (REV. 6i'!2002) 

STATE RECORDS PROGRAM RECO.RDS RETENTION SCHEDULE 
Submit three copies to: Department of General Services, California Records and Information Management, 707 Third St. :i'd Fl., W. Sacramento, CA 95605. 

A Cal RIM Consultant may be reached by phone at (916) 375-4404, by fax at (916) 375-4408 or by e-mail at CaiRIM@dgs.ca.gov 

- ~ (35) CaiRIM APPROVAL NUMBER 
',, {36) 6 9,;nw;·.=·'W ., 	 PAGES~- f.\) 11Ji"lAGE OF 

-PRA • 0J .;:;jITEM CUBIC CA. STATE TITLE AND DESCRIPTION OF RECORDS RETENTION 	 ·~ 
REMARKS 

# FEET* ARCHIVES 	 < ....1 
(Exempt)

0 . OFFICE I:EPT. SRC TOTALUSE ONLY (Double spaces between items) w 	 &~ 
::2: > 	 IPA 

(37) (38) (39) 	 (40) (41) (42) (43) (44) (45) (46) (47) (48) 

25. 	 4 Applicant File: Includes request for exam p 1 1 From last date of contact from applicant, 

application, college transcripts, certificates, otherwise file considered abandoned. 

finger print cards, notice of appearance and Retain in offioo for cne year. 
result of exam. VihEn license::I, file 
is rroved to ite:n ~F2L 

p active 25 active Retain if office while active; then retain at 

probationary license: Includes application, 
26. 	 Applicant denial and acceptance of 

+25 SRC for 25 years. 

correspondence, stipulated settlement, 
and rreil votes. 

Log book for satellite license applications. p lO 10 20 	 Retain in office until log book is filled. Notify 27. 	 1 

archives. 


28. 	 1 Renewal slips maintained by receipt number. p 2 10 12 Retain in office for 2 years from date of 

receipt by Board; then retain 10 years. 


M current PERM System is retained with updated with current 29. 	 Consumer Affairs Systems - Database 

infonnation. Records are not deleted - only 
[Licensing/Enforcement/Licensing Tables/ 

Enforcement Tables/Enforcement Letter updated. 

M:llnt./Ehforcarent QJery/Lica1SifB 
Q:tery/Activity Rep:xt:i.fB] 

*Provide total of office and departmental 

http:Rep:xt:i.fB
mailto:CaiRIM@dgs.ca.gov


STATE OF CALIFORNIA- DEPARTMENT OF GENERAL SERVICES 
, STD.73 (8-EV. 6/2002) 

STATE RECORDS PROGRAM RECORDS RETENTION SCHEDULE 
Submit three copies to: Department of General Services, California Records and Information Management, 707 Third St. :fld Fl., W. Sacramento, CA 95605. 

A CaiRIM Consultantmay be reached by phone at (916) 375-4404, by fax at (916) 375-4408 or by e-mail at CaiRIM@dgs.ca.gov..., --. . 
(35) CaiRIM APPROVAL NUMBER r·tl5

fL. "' 

... 1 r
~) 

Q 11(36) 
.._., _i,/pAGE-­

7 
OF 

9 
PAGES 

ITEM 
# 

CUBIC 
FEET* 

CA. STATE 
ARCHIVES 
USE ONLY 

TITLE AND DESCRIPTION OF RECORDS 

(Double spaces between items) 

<( 

i5 
·w 

::2! 

..J 

~ 
> 

OFFICE 

RETENTION 

I:EPT. SRC TOTAL 

PRA 
(Exempt) 

& 

IPA 

REMARKS 

(37) (38) (39) (40) . (41) (42) (43) (44) (45) (46) (47) (48) 

ENFORCEMENT 

' 

30. 6 Complaint Investigated Files: Includes 
complaint against chiropractor, 
con-espondence, investigator's report and 

p 5 5 Some merit to case but no disciplinary action 
taken. Retain in office for 5 years from 
closure date. 

exhibits.. 

31. 4 Administrative Cases: Action pending a 
hearing or settlement. 

p 3 3 Active until hearing or settlement then moved 
to administrative case file (item #31 or #32). 

32. 30 Administrative Closed Cases: license p 2 23 25 Retain in office for two years from effective 
revoked, sun-endered or default decision. date of decision: then retain twenty-three 
Includes evidence, exhibits, AG's office years. 

co~, rrail votes and hEBr:in:f 
noticas. 

33. 4 Probationers: Includes quarterly reports, cost 
recovery payments and documents for any 

p active 25 active 
+25 

Retain in office while "active"; then retain at 
SRC for twenty-five years. 

optional conditions. 

34. 7 Unsubstantiated Complaint Files: Includes 
complaint against chiropractor, . 

p 1 1 Retain in office for one year from date of 
closure. 

con-espondence and any evidence. May also 
incll.rl3 investigator rtFOrt ard 
exhibits. 

* Provide total ofoffice and departmental 

mailto:CaiRIM@dgs.ca.gov


STATE OF CALIFORNIA- DEPARTMENT OF GENERAL SERVICES 
. STD.73 (,REV. 6/2802) · STATE RECORDS PROGRAM RECORDS RETENTION SCHEDULE 
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(35) CaiRIM APPROVAL NUMBER I (36) 8 

~"~n s ~- 1 ~ 0 PAGE OF 
9 

PAGES 
PRA •

ITEM CUBIC CA. STATE TITLE AND DESCRIPTION OF RECORDS RETENTION 
REMARKS<( (Exempt)# FEET* ARCHIVES ..J0 OFFICE DEPT. SRC TOTAL 

USE ONlY (Double spaces between items) w ~- & 
::;;: > IPA 

(37) (38) (39) (40) (41) (42) (43) (44) (45) (46) (47) (48) 

p active 25 active Retain in office for duration of probation then Administrative Closed Cases: licensee or 
applicant placed on probation. Includes +25 merge with probation file (item #32). 
evidence, exhibits, correspondence, mail 
votes, PG' s office mrre.c:p::rrlen, an:1 
hear:i.rB mtioos. 

35. 4 

p PERM· Retain in office for 20 years. Keep record 36. 6 NOTIFY Library of Board Administrative Actions: 20 
permanently.. May be historical. Includes Accusations, Decisions, petition to ARCIUVES 

revoke probation and petitions for 

p 24 active Retain in office for 1 year from date of37. Civil Lawsuits: Includes lawsuits filed against active 
+25 closure; then retain 24 years. the Board by employees, licensees or the +l 


general public. 


* Provide total of office and departmental 

http:hear:i.rB
mailto:CaiRIM@dgs.ca.gov
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PAGE OF PAGES 

ITEM CUBIC CA. STATE TITLE AND DESCRIPTION OF RECORDS RETENTION PRA 1- ·­
~~Jl5 - 1 59 -	

9 

REMARKS<( 	 (Exempt)# FEET* ARCHIVES 	 .....1
0 OFFICE DEPT. SRC TOTALUSE ONLY (Double spaces between items) w ~ 	 & 
:2 > 	 IPA 

(48)(37) 	 (38) (39) (40) (41) (42) (43) (44) (45) (46) (47) 


SUMMARY OF CHANGES 


NgW SCHEDULEPREVIOUS RRS 
Item 21
Item 1 

Item 22
Item 2 

Item 23
Item 3 

Item'l8Item 4 

Item 24
Item 5 

Item 30
Item 6 

Now Item 32
Item 7, 10, 12 

Item 34
Item 8 

Item 31
Item 9 

Item 3~-Item 11 

Item 36
Item 13 

Item: 19
Item 14--a.nd 16 

Item 8
Item 15 

Item 13
Item 17 

Item 1
Item 18 

Item 14
Item 19 

Item 25
Item 20 

Item 7
Item 21 

Item 15
Item 22. 23. 26 

Item 17
Item 24 and 25 


* Provide total ofoffice and departmental 

http:14--a.nd
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(1) DEPARTMENT, BOARD OR COMMISSJON (2) AGENCY BILLING CODE (3) 


BOARD OF CHIROPRACTIC EXAMINERS 31006 
 PAGE 1 OF PAGES 

(4) DIVISION/ BRANCH/ SECTION 	 (5) ADDRESS 

2525 Natomas Park Drive, Ste. 260, Sacramento, CA, 95833 


CHECK THE APPROPRIATE BOX 


(6) 0 New schedule of records that have never been scheduled. [Complete boxes (9)- (12)) 

(7) 0 Revising a previous schedule. [Complete boxes (13) -(16)] (A new approval number will be assigned.) 

(B) ~ Amending some pages of a previous schedule. [Complete boxes (13)- (16)] (The original approval number will remain in effect.) 

NEW SCHEDULE ~)SCHEDULE NUMBER 	 (11) NUMBER OF PAGES (12) CUBIC FEET (Total Schedule) 
INFORMATION {If applicable) ZooS""-o I -A 2­
PREVIOUS SCHEDULE (13) SCHEDULE NUMBER (14\ APPROVAL NUMBER (15) APPROVAL DATE (S) (16) PAGE NUMBER(S) REVISED 

INFORMATION {If applicable) 2000-01 2.005-0l -A-I t:Js--.J ~ /tl s: Z&-e s- -7 


As the program manager (or person authorized to sign for the program mimager) directly responsible for the records listed on this records retention schedule, I 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 undeFWay, the details ofsuch plans are shown in Column 45, Remarks. 

(19) TITLE (20) PHONE NUMBER (21) DATE SIGNED 
Executive Officer 916.263.5359 01/16/09 

In ace ~dance witt{: over nt ' de 14755, approval of this Records Retention Schedule by the Department of General Services is hereby requested. Retention periods shown have been established in 
accordance with th~cri~a-seHm:j:h by Section 1667 of the State Administrative Manual. 

(26) DATE SIGNED 

(27) SIGNATURE -CalRIM CONSULTANT 	 (28) APPROVAL Nty!JR­

.. j ­

(31) 	 ~ Contains no material subject to further review by the California State Archives 
11~ :I Hd LI ~dV

(32) 	 D Contains material subject to archival review. Items stamped "NOTIFY ARCHIVES" may not be destroyed without clearance 
by the California State Archives. (Per Section 1671 of the State Administrative Manual.) 5 tl.3NIH './X 3 ::lf 1:) V MdO Ill!> 

:iO di:!V08 

(33) SIGNATURE- CHIEF OF ARCHIVES OR DESIGNATED REPRESENTATIVE · (34) DATE SIGNED 

, A~~~) a~~~ ~/Yjoc; 



\ ......... , --~··"""'' ................. ,_,,.....,,.,._._, .. 
 9'' I\VVJ 
" 

Jt4-0 5. - l s 
PaQe of 

ITEM CUBIC CA. STATE TITLE AND DESCRIPTION OF RECORDS REIENTION PRA 

# FEET* ARCHIVES 
USE ONLY (Double spaces between items) 

<( 

0 
w 
2 

.....J 

~ 
5 

OFRCE DEPT. SRC TOTAL 
(Exempt) 

& 
IPA 

REMARKS 

(37) (38) (39) (40) (41) (42) (43} (44) (45) (46) (47) (48) 

13. 2 Chron Files: Outgoing monthly p 2 2 Retain in office for two years. Recycle. 
con·espondence 

Retain in office ten years, keep records 
14. 10 Minutes: Includes Board meeting, agenda p 10 PERM pennanently. May be historical records. 

notices, minutes and meeting packets 

15. .5 Std. Form 72, Records Retention Schedule p Cun·ent Current Retain as "cun·ent" until revised, superseded 
Approval Request or rescinded. 

16. .5 Std. Form 73, Records Retention Schedule p Cun·ent Current Retain as "current" until revised, superseded 
or rescinded. 

17. .5 Std. Form 71, Records Transfer List p Current Current Retain as "current" until records listed have 
been either destroyed, retired permanently, 
transferred to the State Archives, or when no 
longer needed. 

CONTINUING EDUCATION 

18. 10 Continuing Education: Includes seminar, p I 1 Retain one year from last seminar date or 
information, approved providers, and from termination of provider suspension date 
suspended provider infom1ation. 

·­

* Provtde total of office and departmental 
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(35) CaiRIM APPROVAL NUMBER 	 9 I(36) 10 1005-1 t:0 ·~ PAGE OF PAGES 

-pf(lt - 1 
ITEM CUBIC CA. STATE TITLE AND DESCRIPTIO-N OF RECORDS 	 RETENTION "" 

REMARKS::!;; (E:xempt) 
Cl OFFICE DEPT. SRC TOTAL# FEET* ARCHIVES 

USE·ONLY (Double spaces between items) U.l ~ 	 & 
:a;; 5 	 IPA 

(37) (38) (39) 	 (40) (41) (42) (43) (44) . (45) (46) (47) (48) 

LICENSING 

OriLdnoumon~ will be •oonned ond
38. 2 	 License files: Includes licenses for California M 17\.cti~ ActiVe" 

stamped and kept in database for retrieval.chiropractors, reinstatement applications, 
v\ibeh licensees are no longer "active status", co1lege transcripts, miscellaneous 
the db:urarts will go to the Ardrl.ves! 	 ~ ~ arii ~ slirs. s:rre 
~ of the. catab3se. 	 After- origireI rray inclu:Je artificate=l of far::feib.:rre 

! . 
I 

of li<::a1Se tc. pmctioe ch:i.u::p::actic. ~.have Cea-1 &Erlt1Erl, ~will 
I 	 l:;e ida1tially destroyErl. 

39. 	 2 Library ofBoard Administrative Actions: M !Acti"~ !Active· Orill doomnon"' will be "onned ond 
Includes Accusations, Decisions, petition to stamped and kept fu database for retrieval. 

revcke prd:atirn ariJ f'etiti01S. ~CEn'::lE€S are ro lcn;Jer 11active 
sta \ II I the d:::cura"rt:s Will go to the 
Arrhivas pxgrcm of the &.tatase. 
Afte1:- ori¢ral dx:urm.ts !-ave l::€En 
s::anJ-ro, tl1Ey Will be o::nfidaltially 

~-

*Provide total ofoffice and·departmental 

http:dx:urm.ts
mailto:CaJRl~@dgs.ca.gov
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Submit three copies to: Department of General Services, California Records and Information. Management/ .rot Tflitd Sti , 

A CalRJM Consultant may be reached byphone.at (916) 375-4404, by fax at (916) 375-4408 or n"... """'' 

(1) DEPARTM~NT, BOARD OR COMMISSION 

BOARD OF CHIROPRACTIC EXAMINERS PAGES 
(4) DIVISION/ BRANCH/ SECTION 	 (6) ADORESS . 

2525 NATOMAS PARK DRIVE, SUITE 260, SACJ;ZAMENTO, CAll.IF(:3Rl'liA. 
CHECK THE APPROPRIATE BOX 

(s) D New schedule of records that have never been scheduled. [Complete boxes (9)-(12)] 

(7) 0 Revising a previous schedule. [Complete boxes (13H16J] (A new approve/ number will be assigned.) 


(B)~ Amending some pages of a previous schedule. [Complete boxes (13)-(16)] (The original approval number will remain in effect.) 


·(9) SCHEDULE NUMBER (10) SCHEDULE DATE .(11) NUMBER OF PAGES (12) CUBIC FEET (Total Schedule) 

2005-01-Al 
(13) SCHEDULE NUMBER (14) APPROVAL NUMBER {15) APPROVAL DATE(S) {16) PAGE NUMBER(S) REVISED 

2005-01 05-159 10/5/2005 

exll.Ij:IJille applicants for licensure in order to 

(19)TITLE 

Executive Director 

this Records Retention Schedule by the Department of General Services is hereby requested. R<rtAntinrdn<•rin.ri<: 
the State Administrative Manual. 

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

(32) 	 0 Contains material subject to archival review. Items stamped "NOTIFY ARCHIVES" may not be destroyed without clearance · 
by the California State Archives. (Per Section 1671 of the State Administrative Manual.) 

http:R<rtAntinrdn<�rin.ri
http:byphone.at
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