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AGENCY DIVISION
DESCRIPTION

RECORDS AND RECORD SERIES ARE LISTED BY ITEM NUMBER AND TITLE GIVING FORM NUMBER, IF ANY, DISTRI-
BUTION OF COPIES, AUDIT REQUIREMENTS AND THE RECOMMENDATION FOR RETENTION. IN SPECIAL INSTANCES,
THE RECORD MAY BE MORE CLOSELY DESCRIBED GIVING COVERING DATES, SIZE AND QUANTITY OF RECORDS,
FILE ARRANGEMENT, TYPE OF INDEXING AND A DESCRIPTION WITH RESPECT TO ORIGIN AND CONTENT, USE
WHILE ACTIVE, AND RELATIONSHIP TO OTHER RECORDS.

Item .
No. " Description and Retention ‘ -

1 | GENERAL CORRESPONDENCE

Size: Letter

Dates: 1967 --

Quantity: 4 file drawers

File Arrangement: Alphabetical v
© Audit: ' None : o . ‘

'I;h‘is file: includes correspondence to and from sfudents, other departmeht heads, minutes
of.committee meetings, copies of draft i)roposals., pqliéies and procedures of the
Und;argra;duate Advisement Office (formerly the Office -of Interxﬂediate _Registration) and
other records of. a general nature.

N

RECOMMENDATION:

RETAIN FOR THREE YEARS, THEN DESTROY. MATERIAL HAVING CONTINUING LEGAL OR

v

ADMINISTRATIVE VALUE SHOULD BE RETAINED UNTIL SUCH VALUE CEASES.
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|

Description ond Retention

GENERAL CORRESPONDENCE AND STUDENTS'! FOLDERS
(Pre-College Summer Session)
Size: . Letter
Dates: 1961 -~ 1968
Quantity: : approx. 6 file cablnets
Pile Arrangement: Alphabetical. '
Audit: ' - None

I
1

students, test scores, etc.) and correspondence between department heads, instructorsg,

and administrators. The Pre-College Summei Session was started in 1961 and discontinued
i ' : :

in 1968. :

RECOMMENDATION:

THESE FILES ARE MORE THAN THREE YEARS OLD AND MAY BE DESTROYED, -

STUDENTS' RECORDS

Size: Letter

Dates 1957 to present
Quantity: 5 file cabinets
*“File Arrangement: Alphabetical

Audit: None

This file includes students' records (grade slips, academic records, and related
information. Some of these records will be trarisferred to other colleges within the
university and the remainder will be placed in ."Inactive" files, when the students

terminate.

RECOMMENDATION:

-

RETAIN FOR FIVE YEARS AFTER TERMINATiON, THEN DESTROY.




