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DOS- 550- 1
REV. 6/7B

DEPARTMENT OF GENERAL SERVICES
Remrdt MangiMwit DivUiea

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
MO- 1 0 9 4

PACE ,

MO. 1 OF 4

STATE UNIVERSITIES AND COLLEGES
FROSTBURG STATE COLLEGE REGISTRAR'S OFFICE

Item

No. Description Retention

1.

2.

3.

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.

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 retentio

Student Records - Checklist On Degree Requirements
Bachelors and Masters

Bachelors - Manual audit trail of student degree
requirements. Includes checklists, transfer evaluation
(from Admissions), department head memos on course
acceptance and exception. Also a copy of student
notification of deficiencies.

Masters - Application for Graduate School, transcripts,
from other colleges, study plan, graduation application,
transfer and proficiency evaluations. Acceptance and
exceptions.

Student Records - Applications (Inactive) Of Graduates
And Withdrawals

Undergraduate - Applications for Admission, letter of
acceptance, SAT scores, transcripts from other colleges,
evaluation of courses from other colleges, letters of
acceptance and exceptions from department heads on
courses.

Masters - Applications for Admission, letter of accept-
ance, transcripts from other colleges, evaluation of
courses from other colleges, letters of acceptance and
exceptions from department heads on courses.

Retain for five years;
then destroy.

Retain for five years;
then destroy.

Schedule Approved by Department,

Agency, or Oivision Representoti ve

Director Of
Administrative

1/8/87 Q.ffecte UJfUjtAji^u Services
Dot. SSonoture TltN

Schedule Authorised by
Hail of Record* Commission

t/s/n
V o*t L7 r

Fig. 8
PS-S4J



•XS-55O-LA RECORDS RETEJIT1O1I AMD DISPOSAL SCHEDULE
ICOMT1MUAT1OM SMgtT)

iCHCOULI
HO. 1094

'ACS
HO. 2 OF 4

Item

No. Dvscrtotion Retention

4. Student Records - Original Course Request And Final
Schedule

Student's hand written original request for courses
each semester and summer session. Final schedule
printed by computer for each student course request
per semester and summer graduate and undergraduate.

5. Student Records - Current Schedules

Active student file each semester and summer includes
name, address, social security number, each class,
credit hours, scheduled meeting days and time,
instructor, class status, program, full-time, part-time
and total credit hours.

Student Records - Grade Reports

Individual report for each student registered for
classes each semester and summer. Name of student,
address, social security number, program', advisor,
class status, each course number, department and title,
credit hours, and final grade. At bottom of form,
hours attempted, hours passed, quality points, semester
and cumulative average and total hours. Printed by
computer for distribution to student, advisor, Dean
and Registrar.

Student Records - Application Files And Records Of
Current Students

Undergraduate - Applications for admission, letter of
acceptance, SAT scores, transcripts from other
colleges, evaluation of courses from other colleges,
letters of acceptance and exceptions from department
heads on courses.

Masters - Applications for admission, letter of
acceptance, transcripts from other colleges, evaluation
of courses from other colleges, letters of acceptance
and exceptions from department heads on courses.

Retain for five years; then
destroy.

Retain for five years; then
destroy.

Retain permanently.

Retain for five years; then
destroy.

7ig. *A



DCS-55O-LA RECORDS RETEHTIOM AND DISPOSAL SCHEDULE

Item 1
No.

s.

9.

10.

• 11.

12.

ICDNTIMUATIO4 SHEET!

Ovscription

Student Records - Permanent Records Of Bachelors And
Masters Degrees

Individual academic student record for Bachelors and
Masters degrees includes all course work, department,
course title, credit hours, grade, semester and
cumulative totals. Includes degree and date degree
granted, name, address, college major, minor, honors
awarded, class rank for undergraduate, certification
of Teacher Education students. Also on back of
record all transcript requests posted.

Student Records - File Of Bachelors Degrees 1949 - 1973

Individual academic student record for Bachelor's
Degrees, includes all course work, department, course
title, credit hours, grade semester, and cumulative
totals. Includes degree and date degree granted,
name, address, college major, minor, honors awarded,
class rank and certification of Teacher Education
students. Also on back of record all transcript
requests posted.

Student Records - Current And Inactive Student
Drop/Adds

Individual student request for dropping/adding classes,
includes student's name, social security number, date
of action, fee charge, course department title,
and credit hours. Signature of instructor/department
head, dean, and data processing stamp.

Student Records - Enrollment Stats

Includes, student grade distribution, department,
instructor, numerical, alpha,by major and student each
semester.

Student Records - Grade Rosters

All class rosters of courses taught each semester/summe
with student's name, social security number, credits,
and final grades, title, department and; number, and
total enrolled. Permanent record for statistical
reference and archives. :

iCHlDUU

HO. 1094

'ACS
HO. 3 Of 4

Rotvntton

Retain permanently.

Retain permanently.

Retain for five years;
then destroy.

Retain for five years; then
destroy.

: Retain permanently.

Fig. $A



DCS-55OTLA SEC3HDS RETMT10JI AMD OISPOSAL SCHEDULE
ICSMTIMUATION jwetn

SCXIDULi
HO. 1094

HO. * OF 4

Irsm
No. Description Sotsntion

13. Student Records - Cross File - Bachelor's Degrees

Includes student's name and date of graduation. Used
for cross reference in locating record for transcript
purpose.

Retain permanently.

Fig. SA



ZSPAR3ME8T OF GENERAL SERVICES
Record* Kanageaaat S l r i s i o n

AOENCT HXCDRI6 XMVHTCOBI

irtH
Page No.

_Lof ±L
1» Department

STATE UNIVERSITIES AND COLLEGES

2. DiTialon

JTROST3URG STATE COLLEGE

REGISTRAR'S OFFICE

*»• 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! (Qive a brief description of a typical folder} include content, purpose, and
form nane(s) and numbers).

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.

(Not*t Oa#» B HMn*r*t^ 4rmtntrti

5. Present Volume on Hand (No, of file drawers)

^ 0
"6. Batiaated Accumulation (Tearly)

2.0

h»#+. fny AarVi Raeflnl S*T*^iut)

7. Audit Requl
5Ute
Federal £ZL
Independant

nta

•Internal

rnal
b. Xatlaated Actlrity per File Drtvtn (ActiTitT Ooide- HI OH (used dailj)} MEDIUM (one •/twice

«onthly)| LOW (lass than once aontUor). )
Cumtnt Tear (g) M L
After 1. Ir , H (g) L After «hat J ^ P do«f acUTity teooat X0W ^

y. Could Record Series be stored in the State
Records Canter.

^Uheni

10, Reoomended Retentiont Screen annually. Destroy
material over three years old which has no
further value. Materials which illustrate policy
procedures and development of the department arid
college are to. be transferred to the history file
for permanent retention.

•J-* Inventory prepared by James B. Barmoy .Dates 1/8/87

Talephona Vusbert

(Print

689-4346

)

DGS-550-4 1/81

Fig. 7



XKPAKOCEHT OP GENERAL SSE7ZCSS
fteoords Management Xftriaion

A0B1CT RXOORSS XMVWTOHI Page No.
•2 »r _ H

1 . Department

STATE UNIVERSITIES AND COLLEGES

*
3.

Difislon
f.ROSTBURG

REGISTRAR'S

STATE COLLEGE

OFFICE

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

Deacriptioni (Oire a brief description of a typical folderi include content, purpose, and
form nane(s) and number(e).

Student Records- Checklist On Degree Requirements Bachelors and Masters

Bachelors - Manual audit trail of student degree requirements. Includes checklists,
transfer evaluation (from Admissions), department head memos on course acceptance
and exception. Also a copy of student notification of deficiencies.

Masters - Application for Graduate School, transcripts from other colleges, study
plan, graduation application, transfer and proficiency evaluations. Acceptance and
exceptions.

fNfttj" n«» a m»r\ai-m+* 4 n * a n t / i w afc»*+ f n . m»r>h Rj*fVM<ri £*T4JIIO

5. Present Volume on Hand (No, of f i le drawers)
8.0 _

6. Estimated Accumulation (Tearly)
2 . 0

7. Audit Requirements
CUte CH
federal £ZL rlntemal
Independent 1

External
8. Satioated Actlrltj par file Draweri (AetiTitr Onida- HIOH (used daily)j KEDIUH (once/twice

Monthly)f LOW (lass than once Monthly). )
Curr«nt Tear 6j) M 1
After 1. Tr, Up K L After what year does acUrity beoo»e LOW 3
(Until graduation)

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

IB /""7 K) /TT

^Uhent

10* Recoanended Retention! Retain for five years;
then destroy.

U-* Inventory prepared by James B. Barmov

(Print XaaaT

Telep^»ne Bumberi « ^ _ - _ _ _ _ _ _ - — _ _ _

Dates 1/8/87

DGS-550-4 1/81

Fig. 7



HPARTXEHT OF GENERAL BEWICKS
Record* Xanafeaent Divis ion

AOWCT n e o n s XMVBTCOKT Page No,

-Lof -ii

1 . Department

STATE UNIVERSITIES AND COLLEGES

*

2.

?.

DlTialon

Or/tR 0 S T B U R G

REGISTRAR'S

STATE COLLEGE

OFFICE

1». Record Series and Title: (Def. A croup of record* filed as • unit, used as a unit, and which
•ay be transferred or disposed of as a unit.)

Description! (Oive a brief description of a typical folderi include content, purpose, and
fora name(a) and nuaber(s).

Student Records - Applications (Inactive) Of Graduates And Withdrawals

Undergraduate - Applications for Admission, letter of acceptance, SAT scores,
transcripts from other colleges, evaluation of courses from other colleges, letters
of acceptance and exceptions from department heads on courses.

Masters - Applications for Admission, letter of acceptance, transcripts from
other colleges, evaluation of courses from other colleges, letters of acceptance
and exceptions from department heads on courses.

(Notft; Hse A *#m*r«t^ 4nv<intn?av •h*#t fnv aarh Pmv̂ i'rf S«nM>n^

5. Present Volume on Hand (No. of f i l e drawers)

6. Estimated Accumulation (Tearly)

7. Audit Requirements
State £Z7
Federal nrt ^Internal
Independent 1

^External
b. Sstinated Actirlty per File Drawers (Actlritr Ouide- HIOH (need daily)} KEDIQK (once/twice

K>nthly)t LOW (less than onoe aonthly). )
Current Tear H M ®
After 1. Tr, H M fti\ After what year doe* acUTity teooae X0W ^

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

I B /"~7 K) /X 1

^Unoni

10* ReooBDtended Retentiont Retain for five
years; then destroy.

"•• Inventory prepared by James B. Barmoy Datet 1/8/87
(Print )

Telephone Bwaberi 689-4346
DGS-550-4 1/81

Fig. 7



BSPHQXEKT OF GENERAL SEK7ICKS
Record* Hanafeasnt Division

1 . Etepartment

STATE UNIVERSITIES

AOSfCI BIOORIS

AND COLLEGES

•

I IVIHTORT

2.

3.

Division
^ ; R 0 S T B U R G

REGISTRAR'S

STATE

OFFICE

Page No.

i—of IL.

COLLEGE

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

Description* (dire a brief description of a typical f olderj include content, purpose, and
form name(s) and mnnber(B).

Student Records - Original Course Request And Final Schedule - Student's hand
written original request for courses each semester and summer session. Final
schedule printed by computer for each student course request per semester and
summer graduate and undergraduate.

(U(*it̂ »« TTwo a sstvarst^ iHvurrfcftTT •hftf-t. for aifh B K I ' O T H R J > ^ H » * ^

5* Present Yolune on Hand
19

(No. of f i l e drawers)

"6. Sstiaated Accumulation (Tearl?)

7* Audit Requireaents
SUte CZI
federal / T / rlnternal
Independent 1

4rternal
»• Sstlnated ActiTitj p«r f i l e Drawn (AcUritr Ooide- HIGH (used daily) j MEDIUM (o net/twice

Monthly)} LOW (less than once Monthly). )
Current Tear (Jp M I
After 1 . I r , H M l © After what year does actirity teooat X0V

?• Could Record Series be
Records Center.

US

stored in the State

K) UJ

H« Inventory prepared by James B. Barmoy

10, Reoomended Retention t
•ReCain/for five years; then destroy.

r vi

DaUi 1/8/87
(Print )

Telephone Vunbert 689-4346
DGS-550-4 1/81

Fig. 7



ZSPAK1MERT OF GENERAL SERVICES
Record* Hanafeaeat U r i s i o a

1 . Department

STATE UNIVERSITIES

ADDICT RXODRDS

AND COLLEGES

•

XW1NT0KX

2.

3.

DiYision

^ R O S T B U R G

REGISTRAR'S

STATE

OFFICE

COLLEGE

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

Description! (Qive a brief description of a typical folder} include content, purpose, and
fora njune(s) and number(s).

Student Records - Current Schedules - Active student file each semester and summer
includes name, address, social security number, each class, credit hours, scheduled
mmeting days and time, instructor, class status, program, full-time, part-time,
and total credit hours.

(Mr>fj»« TTM* B M n i M t * 4rrwmn+s\v*r •Vi**4 fny m»fh R»fviT"r1 R«T^«*^

5. Present Volume on Hand (No, of f i l e drawers)
1-0

6. Sstiaated Accumulation (Tearly)

7* Audit Requirements
State rrr
federal /"*/ TIntemal
Independent

irnal
o. Xstiaated Act ir i t j psr 711* Drawers (ACUTUT Ooide- HIGH (used daily)} KEDIDM (onee/twiee

ttnthly)} LOW (less than ono« aonthljr), )
Cxirr«nt Tear (H) M L
After 1 . I r , H M ® After what year &»s act ir i ty Uoo»e LDV l

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

IB /""7 K) m

^Ubeni

U., Inventory prepared by James B. Barmoy

(Print UamJ
689-4346

10* Racomended Retention:

Retain for five years; then destroy.

Datet 1/8/87

Teltp^one Vunbert
DGS-550-4 1/81

Fig. 7



DIPAJBXEKT OF GENERAL BXS7ICKS
Records Management D i v i s i o n

AGDfCT RXOOKDS IMVIMTvBT Page No.

1 . Department

STATE UNIVERSITIES AND COLLEGES
2. Division
* «_AROSTBURG STATE COLLEGE
3. Unit

REGISTRAR'S OFFICE

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

Deacriptioni (Oive a brief description of a typical folder) include content, purpose, and
form name(a) and number(B).

Student Records - Grade Reports - Individual report for each student registered
for classes each semester and summer. Name of student, address, social security
number, program, advisor, class status, each course number, department and title,
credit hours, and final grade. At bottom of form, hours attempted, hours passed,
quality points, semester and cumulative average and total hours. Printed by
computer for distribution to student, advisor, Dean and Registrar.

(>Jot>»« n«» A «*n*r*t« 4n**nt/ tw •>!»»+ tnf mmrh Bi*r*nr*t R»r^j»«^

5. Present Volume on Hand (No, of f i l e drawers)
19

7. Audit Requirements

6. Estimated Accumulation (Yearly)
State
federal r~i rinx«

tcte

-Internal

irnal
b. Xatijnated Actirity p«r f i l s Drawers (Activity Ooide- HI OH (wed daily)} MEDIDM (onee/twiee

monthly)! LOW (less than once months). )
Cxirr«nt Tear <f) M L
After 1. Ir, H (H) L AfUr what y*ar «OM actirity teooM LOW 4

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

I B / " 7 K) / T 7

H« Inventory prepared by

Teltp^one Vumbert

10* Reooonended Retentiont Retain permanently.

James B. Barmoy Datet 1/8/87
(Print Kaae)

689-4346
DGS-550-4 1/81

Fig. 7



XSPAKDQSKT OF GENERAL BESJ1CES
Records Management l&Yision

AQENCI RXOORDS XI71NT0RT Page No.
- Z - O f - 1 3

1» Department
STATE UNIVERSITIES AND COLLEGES

2. Diriaion

• «_AROSTBURG STATE COLLEGE
3. Unit

REGISTRAR'S OFFICE

!»• Record Series and Title: (Def. A group of reoordt 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
Torn njune(s) and nuBber(e).

Student Records - Application Files And Records Of Current Students

Undergraduate - Applications for admission, letter of acceptance, SAT scores,
transcripts from other colleges, evaluation of courses from other colleges,
letters of acceptance and exceptions from department heads on courses.

Masters - Applications for admission, letter of acceptance, transcripts from
other colleges, evaluation of courses from other colleges, letters of acceptance
and exceptions from department heads on courses.

5.
• -
6.

« • ,

Present Volume on Hand

Estimated Accumulation

(No, of f i l e

dearly)

drawers) 7» Audit Requirements
6Ute OT
federal /T7 rlntemal £17
Independent 1

External CT
8. Satiaated AcUritgr p«r File Drawers (ActiTitr Ooide. HIGH (used daily)} MEDIUM (once/twice

Monthly)| IOW (less than once Monthly). )
Currant Tear <jp K L
After 1. Tr, H /S) L Aft«r nhat juir does actlrlty teoos* LOW 4 _

*. Could Record Series be stored in the State
Records Canter.

TBS /"""7 K) rr~i

10, Reoownended Retention:
Retain for five years; then destroy.

^•« Inventory prepared by James B. Barmoy DaUt 1/8/87

(Print Maae)

Telephone Vunbert 689-4346

DGS-550-4 1/81

Fig. 7



ZSPARBfEHT OF GENERAL BEWICK
fteoords Hanafeaeat D i v i s i o n

AOWCT RXOORDS XMVWTOH Page No.
j> cf 1 3

1, Department
STATE UNIVERSITIES AND COLLEGES

2* DlTialon
« «_AROSTBURG STATE COLLEGE
3. Unit

REGISTRAR'S OFFICE

li* Record Series and Title: (Def. A croup of record* filed as a rait, 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 nane(s) and nunber(B).

Student Records - Permanent Records Of Bachelors And Masters Degrees

Individual academic student record for Bachelors and Masters degrees includes
all course work, department, course title, credit hours, grade, semester and
cumulative totals. Includes degree and date degree granted, name, address,
college major, minor, honors awarded, class rank for undergraduate, certification
of Teacher Education students. Also on back of record all transcript requests
posted.

f>Jr>t>»« HA* A R * n i r t t 4 4rrr»n+s\T*r •Vi**+ f n r *ar*h R/»r>m 4̂ R»TH#»«^

5* Present Volume on Hand (No. of f i l e drawers)
19

6. Betiaated Accumulation (Tearly)

7. Audit Requirements
State CU
Federal rrj rlnternal
Independent I

Eternal
o. Sstinated Actiritj p«r File Drawen (Actiritr Ooide. EZQH (used daily)j KEDI1M (once/twice

•onto!?)} LOW (less than once aonthly), )
Current Tear (g> M I
After 1. Ir, H ̂ ) L AXtar what j»ar does actlritj Uoeme 1OW 5

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

us /"*"7 K) rn

Ll« Inventory prepared by

10. Rec Retention!

Retain permanently.

James B. Barmoy Dates 1/8/87

Telep t̂oiM Humbert

(Print
689-4346

)

DGS-550-4 1/81

Fig. 7



ZSPAKBfERT 07 GENERAL SIX7ICES
fteoords Management Divis ion

AOSICI noons HVBTCOKI P*ge No.
-JLof -11

1» Department

STATE UNIVERSITIES AND COLLEGES

2, Division
.FROSTBURG STATE COLLEGE

3. Unit
REGISTRAR'S OFFICE

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

Deacriptiont (Oive a brief description of a typical folderj include content, purpose, and
form name(B) and number(s).

Student Records - File Of Bachelors Degrees 1949 - 1973 - Individual academic
student record for Bachelor's Degrees, includes all course work, department, course
title, ̂ credit hours, grade semester, and cumulative totals. Includes degree and
date degree granted, name, address, college major, minor, honors awarded, class rank
and certification of Teacher Education students. Also on back of record all
transcript requests posted.

5 .
• f6.

Present Volume on Hand
12

Estimated Accumulation
0

it#> irrr«ntjiTtr

(No. of file

dearly)

drawers)
l l p k Ttorv^w^ £e>v"4 AK i

7. Audit Requirenente
SUte CH
federal r—i ^Internal dJ
Independent 1

External CT
8. Xatiaated AcUrity per File Sravert (Actiritr Ooide- HIGH (used daily) j MEDIUM (o net/twice

wnthly)! LOW (less than once aonthloO* )
Current Tear H M (V)
After 1. Ir, H M ^ g After what jtr does actlTity teooae XOW l

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

TBS JZD >D /TT

10* Reoonnended Retention t

Retain permanently.

U.. inventory prepared by James B. Barmov Datet 1/8/87

Telephone Vuabert

(Print
689-4346

DGS-550-4 1/81

Fig. 7



ZSPAKXMSTT OF GENERAL BEWICK
Record* Kanafeaeat BLrision

AQEMCI RECORDS UVlWlvKI Page No.
10 \ r 13

1» Department

STATE UNIVERSITIES AND COLLEGES
2* Dirision
* ^.JTROSTBURG STATE COLLEGE
3, Unit

REGISTRAR'S OFFICE

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

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

Student Records - Current And Inactive Student Drop/Adds - Individual student request
for dropping/adding classes, includes student's name, social security number, date
of action, fee charge, course department title, and credit hours. Signature of
instructor/department head, dean, and data processing stamp.

5.

6.

Present Volume on Hand
I

K*ti««t»d Accumulation
1

t> 4irr«tTtnTv

(No. of f i le

(Tearlj)

drawers)
s)Af*tl RA?*OT^4 ft*1"4 Aft 1

7. Audit Requirements
State CU
Federal rri rlntemal £17
Independent 1

^External CUT
8, Xstiaated ActiTitgr per File Draveri (AeUritr Ouide- HI OH (wed daily)} KEDIDM (once/twice

•onthl7)t LOW (less than once Monthly). )
Current Tear | ) X 1
After 1. Ir, H M (̂ ) After what year does actitity become X0W l _

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

IBS /*""7 K) m

JJ-» Inventor/ prepared by

10* Reoowwended Retentiont

Retain for five years; then destroy.

James B. Barmoy Bates 1/8/87
(Print )

Telephone ffunbert 689-4346
DGS-550-4 1/81

Fig. 7



ZSPAKXMSfT OP QEKStAL BEWICK
Records Management X&Tision

AGBJCT RXOOKES IKVJWTuKI IVJH
1. Department

STATE UNIVERSITIES AND COLLEGES

2* DiTislon
« «_£R0STBURG STATE COLLEGE
3. Unit

REGISTRAR'S OFFICE

b« 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! (Qive a brief description of a typical folder) include content, purpose, and
form njune(s) and number(s).

Student*- Records - Enrollment Stats - Includes, student grade distribution, department,
instructor, numerical, alpha, by major and student each semester.

(Not** T7n̂  • ft«r\*T*a+.* 4n*»nt/MV •>*•«+ f n r Aarfo ftrtrotri S*v4*fO

5. Present Volume on Hand (No, of f i le drawers)
6

6. Betiaated Accumulation (Tearly)

7. Audit Requ l
SUte £27
federal m ,i.aVe
Independent . . . I

tfcete

nts

Internal

rnal
a. Xstinated Actirity per f i le Drawers (AetiTity Ouide- HI OH (used daily)) KEDIW (once/twice

sonthly)) LOW (less than once Monthly). )
Currant Tear | ) K 1
After 1. Ir, H M (£) After nhat y««r does actlrity teeom LOW l

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

I B /""-7 K) r*~7

M « Inventory prepared by

10. Reoomended Retention t

Retain for five years; then destroy.

James B. Barmoy DaUt 1/8/87
(Print XSJM)

Telephone fhsobers 689-4346
DGS-550-4 1/81

Fig. 7



nPARXMEKT OF GENERAL SERVICES
Records Managea«nt X&rialon

A0B1CT RXOORDS H7INT0KI Page No .
JL2_of -Li-

l t Department

STATE UNIVERSITIES AND COLLEGES

2. Diriaion

« -AROSTBURG STATE COLLEGE
3, Unit

REGISTRAR'S OFFICE

lu Record Series and Title: (Def. A group of record* filed AS • 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(s).

Student Records - Grade Rosters - All class rosters of courses taught each semester/summer
with student's name, social security number, credits, and final grades, title, department
and number, and total enrolled. Permanent record for statistical reference and archives.
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i. Could Record Scries be stored in the State
Records Center.
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U., Inventory prepared by

10. Reoowmended Retentiont

Retain permanently.
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James B. Barmoy Datet 1/8/87
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1 . Department
STATE UNIVERSITIES AND COLLEGES

2. Dirision
• ~_AR°STBURG STATE COLLEGE
3. Unit

REGISTRAR'S OFFICE

li* Record Series and Title: (Def. A croup of records filed as • unit, used as a tmit, 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 nuaber(s).

Student Records - Cross File - Bachelor's Degrees - Includes students name and
and date of graduation. Used for cross reference in locating record for transcript
purpose.
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