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Item
No. Description Retention

1. General Correspondence •

Subject arrangement of original incoming, copies of
outgoing letters, memoranda, reports, meeting minutes,
directives, studies, policies and other miscellaneous
papers relative to this office.

Course Schedules and Syllabi

Lists of all courses offered by the department each
semester and a outline or brief statement of the
main points of text, lecture, and course of study
for each course offered by the department.

Student Records

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

Screen annually. Destroy
material over three years
old which has no further
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.

Retain for three years "
then destroy.

Retain in active file until
student is no longer enroll<
Transfer to inactive file t
be retained for four years",
then destroy. Screen activ
file annually destroying al
non-record material which i
no longer useful.
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DEPARTMENT OF GENERAL SERVICES
Record* Kanageaent D i v i s i o n

AGENCI RECORDS HVENTOKT
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Page No.

-J-of -J

1, Department
STATE UNIVERSITIES AND COLLEGES

2« Division
FROST

Philosophy

* ~_AROSTBURG STATE COLLEGE
3. Unit

l>* Record Series and Title: (Def. A group of records filed as a unit, used as a unit, and which
•ay be transferred or disposed of as a unit.)

Description! (Oive a brief description of a typical folder} include content, purpose, and
form name(s) and nusber(s).

General Correspondence - Subject arrangement of original incoming, copies of
outgoing letters, memoranda, reports, meeting minutes, directives, studies,
policies and other miscellaneous papers, relative to this office.

fUot^»» Tin* A •*rY»r»at.* 4nvMntnT*v •>«••+ fni> aar*Vi R n m n i R » T H « « ^

5* Present Volume on Hand (No, of f i le drawers)
18

6. Estimated Accumulation (Yearly)

7* Audit Requirements
State CZJ
federal £ZL rlnternal
Independent 1

^External
3. Sstinated Actirlty per Tile Srawert (Actiritj Oolde- HI OH (used daily)} KEDIIM (once/twice

•onthly)} LOW (less than once Monthly). )
Currvnt Tear fi) K I
After 1. lr f | x L Aft«r what y»ar does octiTity Uocme I0W ' 3

?• Could Record Series b« stored in the State
Records Center.

IES /""7 K) m

U-« Inventory prepared by

10. Reoonmended Retention! Screen annually. Destroy
material over three years old which has no further
value. Materials which illustrate policy
procedures and development of the department and
college are tt» be transferred to the history file
for permanent retention.

Angelo Bucchino Datei 1/8/87

Telephone lhaobert

(Print
689-4383

)
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AQENCI RECORDS V7SNTDKI Page No,
2 of -

1. Department
STATE UNIVERSITIES AND COLLEGES

2. Dirlsion
* «_AROSTBURG STATE COLLEGE
3. Unit

Philosophy

b* Record Series and Title: (Def. A croup of records filed as a unit, used as a unit, and which
Bay be transferred or disposed of as a unit.)

Description* (Oive a brief description of a typical folder; include content, purpose, and
form name(s) and nuaber(s).

Course Schedules and Syllabi - Lists of all courses offered by the department each
semester and a outline or brief statement of the main points of text, lecture, and
course of study for each course offered by the department.

(Nnt*« n*» |«m + A 4 nwnnt^wr ak *« f ?AY* Aflf*H YtAfVM*rf SjH"4nMl

5* Present Volume on Hand (No, of file drawers) 7* Audit Requirements
18

6. Estimated Accumulation (Tearly)
SUte
federal /—7 rim*
Independent 1

^Exte

•Internal d

irnal
o. Xstimat«d Actl-rlty per f i le Cravert (AeUritr Oaide- HIGH (used daily)} MEDIUM (once/twice

aonthly)| LOW (less than onoe aonthly). )
Current Tear ffl) M I /^1.
After 1. Ir, g ) M L After what year d̂ ea acUTity., beowe UW 3

9. Could Record Series be stored in the State
Records Center.

IES /—7 K) m

U-* Inrentory prepared by Angelo Bucchino

10, Reooiinenciejj 'Retent&ont Retain fo.r three years;
then destroy. K'^i fi

Sates 1/8/87
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ZSPAR3MENT OF GENERAL SERVICES
Records Management W r i a l o n

AOENCI nooRis HVINTOKI Page No.
-i-of J_

1. Department
STATE UNIVERSITIES AND COLLEGES

2. Division
FROST

Philosophy

• _ AROSTBURG STATE COLLEGE
3. Unit

*>• Record Series and Title: (Def. A group of records filed as a unit, used as a unit, and which
•ay be transferred or disposed of as a unit.)

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

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

iNcte; Oae a aanarat^ 4rrrnnt/tTrr ahi»*t. tar ••rJi Saeowl _SftrfA«\
5. Present Volume on Hand (No, of f i l e drawers)

6. Sstinated Accumulation (Yearly)

7. Audit Requirements
State CU
Federal CZL rlnternal
Independent I

^External
o. Xatioated Actiritgr par File Srawert (AeUrltr Ouid -̂HIQH (used dally)) MEDIUM (once/twice

monthly)| LOW Alfss than^once monthly). )
Current Tear M L
After 1. Ir,ffl)M L After what year does act!̂ 7 ^ « * e - L D W

5/ 7
9, Could Record Series be stored in the State

Records Center.

rss CD » Z27

H- Inventory prepared by Angelo Bucchino

10* Reooateended Retention': Retain in .active file
jintil student :£s "no longer enrolled. Transfer
'to^iniactive file to be, retained for four years,
then^deatroy^ ,-.Screen/active file annually
destroying al'i .non-record material which is no
longer useful. '"---/

Date: 1/9/87
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