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Each agency must inventory its records once every five years using Records Inventory 
Worksheet form, STD 70.  See the Records Retention Handbook for specific guidelines 
on how to prepare and conduct the inventory. 
 
 

http://www.documents.dgs.ca.gov/osp/pdf/std070.pdf
http://www.documents.dgs.ca.gov/osp/calrim/RecordsRetentionHandbook.pdf

