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I. Purpose and Scope:

Introduction:

The purpose of this procedure is to present the Records Retention Schedule published
by the Department of Administration.  State Equipment Fleet (SEF) records will be
maintained for the minimum time frame established in schedule 251601.

Responsibility/Performance:

Regional/District Office Managers: Ensure that SEF records are maintained
the minimum time published by Department of
Administration.

Headquarter's Employees: Employees responsible for various
documents will ensure that the documents are
maintained for the minimum time published by the
Department of Administration.

Reference:  SEF Records Maintenance Policy 11.01.001, Department of
Administration General Records Retention Schedule.

II. Distribution:

All holders of the Procedures Manual, SEF Equipment Fleet Manual holders,
Regional/District Office Managers, Headquarter's Employees.

III. Procedure:

SEF documents will be maintained in accordance with Attachment A and with the
records Retention Schedule published by Department of Administration.

IV. Attachment

Attachment A Records Retention Schedule Number 251601.
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