SAM—RECORDS MANAGEMENT

RECORDS OF A DISBANDED FUNCTION OR PROGRAM 1622
(Revised and Renumbered 6/2015)

When a program or function ends, the agency must transfer the custody of the
program's records. Normally the custody is transferred to another group within the
department, board, commission, or council. The agency must also send a copy of a
revised records retention schedule to CalRIM. This will notify CalRIM that records have
been transferred.

If an entire organization within one of the agencies is abolished, custody of the records
must be reassigned by the Agency. Send a notice of the transfer of custody to CalRIM
and SRAP. The notice must be signed by staff that represents both the transferring and
the receiving organizations. It must include the name, title, address, and telephone
number of the person who will be responsible for making decisions about the records.
When the records are sent to the new organization, they must be accompanied by the
revised records retention schedules, transfer lists, and any other documentation dealing
with the management of the records being transferred.

When an entire organization is abolished by legislation, custody for the records should
be assigned in the "sunset" legislation.

When an abolished program is not part of a larger department or Agency and no plan

for the records was made in the "sunset" legislation, call CalRIM and SRAP staff for
assistance.
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