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: NO.
| RECORDS RETENTION AND DISPOSAL SCHEDULE
STATE UNIVERSITIES AND COLLEGES . '
FROSTBURG STATE COLLEGE MATHEMATICS
AGENCY OIVISIiON
ltem
No. Description Retention
1. General Correspondence
Subject arrangement of original incoming, copies of Screen annually. Destroy
outgoing letters, memoranda, reports, meeting minutes, material over three years
directives, studies, policies. and other miscellaneous old which has no further
papers relative to this office. value. Materials which
illustrate policy
procedures and development
of the department and
college are to be trans-
ferred to the history file
for permanent retention.
2. Student Records

Schedule Approved by Department,

Agency, ot Division Representative

. Administratil
1/8/87 : Services
Date gnature Tite

These records include advisee folders, recommendations
for students, class books and tests from students and
course evaluations.

' Schedule Authorized by
Mall of Re

Director Of

Retain in active file until
student is no longer
enrolled. Transfer to
inactive file to be retaineq
for four years, then destroy.
Screen active file annually
destroying all non-record
material which is no longer
useful.
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DEPARTMENT OF GENERAL SERVICES )@ b
Rscords Management Division

AQENCY RECORDS DIVENTOXY Page No.
'l' -t of 2
1. Tepartment 2. Diviasion
STATE UNIVERSITIES AND COLLZGES 3 Unf?OSTBURG STATE COLLEGE
* Mathematics

L. Record Series and Title: (Def. A group of records filed as s unit, used as a unit, and which
may be transferred or disposed of as a unit,)

Description: (Oive a brief description of s typical folder; include content, purpose, and
form name(s) and number(s),

< General Correspondence - Subject arrangement or original incoming, copies of outgoing
letters, memoranda, reports, meeting minutes, directives, studies, policies and

other miscellaneous papers relating to this office.

. )
Se Present Volume on Hand (No, of file drawers) |7. Audit Requirements
. 3.5 State 7
$. Bsticatad Accumulation (Iearly) . Pederal [—1 Intermal =7
1/8 Irdopendent _.Lm
mal T

e

o Satimated Activity por File Drawer: (Activity GCuide- HICH (used daily); MEDIWM (onca/taice
monthly); 1OW (1eu than once -ontm:r)

L

Current Year H' ¥ L

After 1. Ir, 8 ¥ 1 Aftsr whal m ooa m:?...vi‘y ?:owm;wv 2 -3
s Jould Racord Sarias >3 storsd An %ha Stats lG» Racommarded Rstant..om Screen annually.
Racorde Cantar, Destrov materlhl bver three vears old wnicn nas
IS L7 m X7 no further value. Materials which illustraze
policy, procedures and development of the
.bibem: department and college are to be transferrea to
the historv file for permanent retention.
L. Inventory prepared by Sandra Cochrane Dates 1/8/87
(Print Hame)
A89-1377

Tealop s uxbaer:
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DEPARTMENT OF GENWERAL SERVICES
Rscords Management Division

'l' AGENCY RECORDS DNVINTORY g;gezﬁo.z
' = of —=
1. Tepartment 2. Division
STATE UNIVERSITIES AND COLLEZGES 3 unEBOSTBURG STATE COLLEGE
Mathematics

L. Record Series and Title: (Def. A group of records filed as & unit, used as a unit, and which
may be transferred or disposed of as a unit,)

Description: (Oive a brief description of a typical folder; include content, purpose, and
form pame(s) and number(s),

Student Records - These records include advisee folders, recommendations for
students, class books, and tests from students and course evaluations.

Present Volume on Hand (No. of file drawers) |7. Audit Requirements

. 26.5 State 7
5. Ratimatad Accumulation (learly) Foderal [— Internal 7
3 Irdapendent __LJ‘
tarnal 57

2. Zstimated Activitg par 7ile Drawer: (Activity Guide- HIGH (used daily); MEDIWM (onca/tarice
— monthly); 10W (less than once monthly),
Cuerrunt Year (H. X L

After 1. Ir, B . X L Aftsr uhat ysar does activity bocoms LOW 3 _years
Sa Could Record Seriss >a stcred in 2hs Stata 110, Recocamerded Ratantion: Retain in active file
Rscorde Cantar, juntil student is no longer enrolled. Transfer
I [T n T 1 to inactive file to be retained for four vears,
. then destroy. Screen active file annually
‘Hhan- { destroying all. non-record material which is no
loneer nuseful
e Inventory preparsd by Sandra Cochrane Date: 1/8/87
(Print Mame) :
Talsyhone hxzer: 639--277
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