SAM — RECORDS MANAGEMENT
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(Revised 12/13)

Although not all inclusive, some of the more pertinent responsibilities are:
1. Send all requested reports to CalRIM.

2. Dispose of, or recycle obsolete records in accordance with approved and current Records Retention Schedules.

3. Transfer the custody of records appropriately when a program or function is discontinued, by updating or revising
the records retention schedule.
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