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1. General Correspondence

Subject arrangement of
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Date ownre

original incoming, copies of

outgoing letters, memoranda, reports, meeting minutes,
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papers relative to this office.

These are budget printouts, course materials, purchase
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| Schedule Authori sed by

(=4
Title

" more than three years, then

Mall of Records Commission

Screen annually. Destroy
material over three years
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retention.
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STATE UNIVERSITIES AND COLLEGES uthOSTBUPG STATE COLLEGE
COMMUNICATION MEDIA
L. Record Series and Title: (Def. A group of records filed as & unit, used as a unit, and vhich
may be transferred or disposed of as & unit,)

. Description: (Oive a brief description of a typical folder; include content, purpose, and

form name(s) and number(s),

General Correspondence - Subject arrangement of original incoming, copies of outgoing

letters, memoranda, reports, meeting minutes, directives, studies, policies and
other miscellanecus papers relating to this office.

Present Volume on Hand (No. of f£ile drawers)

7. Auvdit Requirements
State 7

. 3
6, Estimated Accumulation (Yearly) Pederal [ Internal =7
X Independent
. rnal O
Se Estimated Activity per File Drawer; (Activity Ouide- HIGH (used daily); MEDIUM DIUX (once/twice
monthly); 1OW (less than once monthly),

Current Year H X ,

After 1. Ir, B X % After what year does activity become mwm First
9« Could Record Series be stored in the State 10, Recommended Rntcnti.oﬁi ?Crie n amluall}"

Destroy material ovef 3 yeart ol \whﬂqh has no
further value. Mate&lals which illustraté policy,
procedures and deveLopmembgof@the»department

and college are to Be transferred to the history

Records Center,
s /7 w7

.

file for permanent

etention.
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u. Inventory prepared by Ruth Richardson Dates
(Print Name)
Telsrhone Mumber: 689-4353

Fig. 7
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Miscellaneous Records - These are budget printouts, course materials, purchase

orders, production records, supply and equipment inventories, equipment checkout
and maintenance records.
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