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FROSTBURG STATE COLLEGE Music

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.

2. 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 in active file until
student is no longer enroll
Transfer to inactive file t<
be retained for four years,
then destroy. Screen
active file annually
destroying all non-record
material which is no longer
useful.
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Page No.

1. Department
STATE UNIVERSITIES AND COLLEGES

2* Division
* ~_AROSTBURG STATE COLLEGE
3. Unit

Music

!<• Eecord Series and Title: (Def. A group of record! filed as a unit, used as a unit, and which
•ay be transferred or disposed of as a unit.)

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

5.

6.

Present Volume on Hand

Estimated Accumulation
i7"i

i t * lirr«»ntnT-<r

(No. of f i le

(Iearly)

•h»»t tn-r
drawers) 7. Audit Requireaents

6Ute CZZ
federal m ^Internal CD
Independant 1

External CT
8. Xstiaated Activity p«r file Sravert (Aetivitr Ooide- HI OH (nfed daily) j KEDIIM (once/tvice

^ »nthl7)|.I£iW-(l«B tMn,onc«,aonthl7). )
C\»rr«nt Tear (|0 K L \ ,iV ?\'A"/~*/l \
After 1. Ir, ® K L AfUr what y»*r dodi-acUTity Uoo»e tOV 2 years

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

TSS r~i K) y"*7
When:

10, vR^oonnended Retentiont Screen annually. Destroy
material over three \e.axB old which has no
further value'. •"Materials which illustrate policy
proc'ejduxes^ancTdevelopment of the department and
college are to. be transferred to the history file
for permanent retention.

• Inventory prepared by Carol Caton Dates 1/8/87
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AOENCT. RXOORDS DOTMTOHI Page No .
-Lof -J

1. Department
STATE UNIVERSITIES AND COLLEGES

2« Division
• «£R0STBURG STATE COLLEGE
3. Unit

Music

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

Description: (Olve a brief description of a typical folder} Include content, purpose, and
form njune(s) and number(s).

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

5.

6.

Present Volume on Hand
4

Estimated Accumulation
.75

(No. of f i le

(Taarlj)

drawers) 7* Audit Requlrenente
6Ute CZZ
federal r~l ^Internal CU
Independent 1

MExternal CT
o. Kstlaated Actlvitj per Tile Drawert (AcUritr Ouldo- HI OH (ued dailj)} KEDIOM (once/twice

•onthlj)} LOW (less than once Monthly). )
Currvnt Tear ® K I
After 1. Trf Qp M L Aft«r what J—T does actiTity teoos* LOW 2 y^rs

1. Could Record Scries be stored in the State
Records Center.

iB CD » nil

U- Inventory prepared by Carol Caton

Telephone Rusbert

10* Reoomended Retentiont Retain m active tile
until student is no longer enrolled. Transfer to
inactive file to be retained for four years, then
destroy. Screen active file annually destroying
all non-record material which is no longer useful.

Dates 1/8/87
(Print

689-4109
DGS-550-4 1/81

Fig. 7


