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RECORDS RETENTION AND DISPOSAL SCHEDULE

UNIVERSITY OF MARYLAND | _
Department of gstudent Affairs - Resident Life

AGENCY

DiVISION

DESCRIPTION

LISTED BY ITEM NUMBER AND TITLE GIVING FORM NUMBER, IF ANY, DISTRI-
ENTS AND THE RECOMMENDATION FOR RETENTION. IN SPECIAL INSTANCES,

THE RECORD MAY BE MORE CLOSELY DESCRIBED GIVING COVERING DATES, SI1ZE AND QUANTITY OF RECORDS,
FILE ARRANGEMENT, TYPE OF INDEXING AND A SESCRIPTION WITH RESPECT TO ORIGIN AND CONTENT, USE

WHILE ACTIVE, AND RELA TIONSHIP TO OTHER RECORDS.

E Description and Retention

_.DIRECTOR'S CFFICE

RECORDS AND RECORD SERIES ARE
BUTION OF COPIES, AUDIT REQUIREM

1 General File

Size: - 1etter size
a:i- Dates: 1961-'- - .
S Quantity: | 25 file drawers

File Arrangement: 'Alphabetical by name OX subject
"I'his Genexral File indlﬁdéé infarmatian- _dn all aspects of studé_.nt-housing,; “including lists

of residence halls, apartments, proposed housing, admission requirements, rules for

‘occupants, disciplinary actions, inspection requirements, correspondence, 'regulationé ,

| 7 %irectives and reports.

A. RETAIN FOR THREE YEARS, THEN DESTROY.

Schedule approved by Department, Agency or Division Representative .

Acting Director of Resident Life ___March 23, 1972
| : Title . Date

{ Public Warks

Disposal Authorized by Boord ©
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! | ) . Date Archivist
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l 5 (CONTINUATION SHEET) - NO.
University of Maryland . - } o ACE -
| | Resident Life NO. 2 oF2

Dept. of Student Affairs

E o ‘ Description and Retention

PERSOMMEL SECTION

Personnel File

Size:s | . Letter size
Dates: - .1960-~ . _— N
Cuantity: 22 file drawers; 15 inactive - o N

Pile Arrangement: Alphabetical by type of employees

This file 1ncludes applicatlens, centrects,,payrell entry forms and emergency data

information on employees in the Resident Life Dlvlslon of Student Affairs. Empleyees

include housekeepers, custodlal employees, field staff (studente), graduate and under-

'Eraduate asgistants and clerical persennel, and centrel office persennel

RECOMMENDRTION'
RETAIN FOR.THREE YEARS HFTER CONTRACT OR - EMPLOYMENT TERMINATIONM, THEN DESTRQY.,

. HOUSING SECTION

Housing égplicatiene and Admieeieﬁe

Size: ' '_ Varied
Dates: | - 1969== -
Quantity: 7 80 file drewers - applieetiens 30; centracts 50

Pile Arrangement: Alphabetical ordex; chronologically by date received o

L

';This flle includes the student applications fer'heusing for the school year (two semestersj)_—

; Maeter housing cards are prepared +o include assignments and brief_personal history data.

Housing contracts are made with the studente and reports_coneernlng housing avallehillty

end assigrments are included in the file,

RECOMMENDATION:

'RETAIN FOR THREE YEARS, THEN DESTROY.




