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No. Description Retention
| 1 » | TRIAD -- student- datg, cards - record of Retain for 5 years,
student's attendance at TRIAD and then destroy.
~—iwaformation pertaining to SAT's and
transfer credits, and class schedule.
2 TRIAD Program Working File:

- correspondence - copies of outgoing Retain for 5 years,
letters and memorandums. then destroy.
faculty advisers, group leaders, and |Retain for 5 years,
scheduling assistants wWork agreements}|then destroy.
procedures and art work Retain permanently.

3 Project Marj Working File:
- correspondence - copies of incoming Retain for 5 years,
‘ and outgoing letters and memorandums |then destroy.
related to Project Marj.
group 1eadersaLpart1c1pants, names. & Retain permanently.
addresses - . :
proceaures and art work
4 Payroll records -- timesheets, 31l1ls', and Retain for 7 years,
correspondence then destory.
5 Budget Files —-- estimates and expenditures Retain for 7 years,
: then destroy.
6 General Office Files:
correspondence, surveys, statistics, |Retain for 5 years,
reading file then destroy.
academic procedures, policies, and Retain permanently.
handbooks.
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