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Item
No. Description Retention

1 . Donor Gift Files

<»

2. Endowment Fund Records

3. Capital Campaign

i
<y//tf/f3

AW

^.

, AMHMI«M4 Wf

A lateral file i s maintairBd on
each donor for the dorors life
tinE. Upon die donors death those
files are transferred to a dpaH
file additionally al l donor
records are kept on corputer.
Records are backed up en floppy
liskrl:t'.s daily. Rocrripl: copies

ciix\ iX!tauial (xiLiiLiixsiLLy. l\b w.ill.
now hold gift envelopes until
audit reqi-iiraiorits arc m3t."'Then c
Please note the statement:
""DNUL MBIT REqimyMNIS ARE

^E^I means:
Three years for state related
docunents, three years for
non-monetary federal related
docuTEnts, three years for
monetary federal related
doucmaits under $25,000, and
six years, tliree limths for
monetary federal related
docunants over $25,000.

Retained permanently in ledger
which are locked in the office of
the Office t-fenager and on computer
in the Institutional Advancement
hrinp,. Sich records are accessahle
only to authorized persons.

lhese records are kept in ledgers
and on computers disketts. All are
secured in the Office of
Institutional Advancement safe.
Ihese records are retained
Termanently.

s troy
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Item
No. Description Retention

4&5 ponsored Programs (spcifically U.S. Government
Title III and Grants) Also private sector
Foundations -and Corporations)

6. Alumni Files

•

State contracts and grants are
retained three years after the
close of the contract, and federal
contracts/prants ureter $25,000 for
tliree years and over $25,000 for
six years-three months after close
>f contract. Then destroy.

Ihese materials are screened
annually and those assessed as
laving administrative, historical
and/or legal value are retained
rjermanently in locked lateral file
in the Institutional Advancement
dng of the adranistraticn building
l a t e r i a l having no his tor ical
alue are destroyed.

If Coppin State archives are not ava i lab le , mater ial
having permanent re tent ion wi l l be t ransferred t o t h

MD STATE ARCHIVES in Annapolis and mater ia l having
limited re tent ion ( i . e . 25 y-ars) wi l l be t ransfer re
t o the Sta te Records Center in Jessup.

4
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::i vrRvcTicns- -TYPE OR PRINT A

SEPARATE FORM FOR EACH NE« OR

REVISED RECORD SERIES. FORVARD

• ITH RECORDS RETENT1 ON SCHEDULE

(DCS 3 3 0 - I )

DEPARTMENT OF CENERAL SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 273

JESSUP, MARYLAND 20794

AGENCY -ECORDS INVENTORY

res ire* i
PACE OF

ARTMENT/AGENCY

Coppin State College

2. DIVISION

Institutional Advancement

S . UNIT

ZZTIN 1TION•RECORD SERIES-A a m s w > > o r M L A T « O fuccoRO* NOWALLY Fiuto AKO U » O A I A UNIT FOR
HK>g.WmC» A» « B U . A» HmWTIOtl AHO PlgfOglTIOH PUWPOigj

4. RECORD SERIES TITLE

Jlonor Gift Records

S. EARLIEST YEAR/LATEST YEAR

1 Qft^ TO 1 QQ^

« . RECORD SERIES DESCRIPTION ( nmtKr*-r D«»CJII«C TME TTP«8 Of IMPORUATI OH/ DOCU*«3«T*/rOR»ni POUND
JN THE SERIES. I NCLUDK TW PURPOSE OR FUNCTION OF TH« • KPrtES]

A. Name, address, relationship to institution, giving history on computer.

B. Lateral metal filing cabinets contain correspondence and related materials
which have passed between donor and the institution.

7 . RECORD SERIES FORMAT{S)

O .LETTER SIZE a MICROFILM

! J? LEGAL SIZE O COMPUTER TAPE "

^JBOUND BOOK X . FLOPPY D ISK -

3 AUDIO TAPE C VIDEO TAPE

a OTHER( SPECIFY)

8 . RECORD SERIES SEQUENCE

K ALPHABETICAL

Q NUMERICAL

H CHRONOLOGICAL

0 GEOGRAPHICAL

a OTHER(SPECIFY)

1 ' * FILE IS USED

& DAILY a, WEEKLY ° MONTHLY

1 3 . CURRENT LOCATION(S) ( BLOC.. FLOOR. ROOM)

Third Floor Administration Bldg.

1 3 . ACCESS RESTRICTIONS Q YES d NO

( IF TKS , C1TX L A « ( s ) St R C a u U T I O N l s l

Only authorized personnel have access
17. IS AN INDEX SYSTEM USED7 | IP m . u r L A I N

BRIEFLY AND O I I C R I I I ANY HARDIARc/SOFTtARX )

a YES 6 NO

•
, 1 9 . NAME AND.TITLE OF PREPARER

^iif=jt" Ofz\/c?'b^fntR-tu t ?:(..(-'< c,:'"- !'L.

9 . VOLUME
= FILE DRAWER(S)
S MICROFILM REEL(S)

? D n p = COMPUTER TAPEIS1
N l i " " e * = OTHER( SPECIFY)

individual files
1 0 . ANNUAL ACCUMULATION

C FILE DRAWER(S)
^ MICROFILM REEL(S)

hbUhgH C COMPUTER TAPE(S)
~ rrrvFPi<;prrirYi

1 2 • FILE BECOKCS INACTIVE AFTER

0 MONTHIS] Q YEARISl

1 4 . IS RECORD SERIES DUPLICATED ELSEW-ERE7

•r t l F TTS, SKC1PT /.aCNCT OR OPPICc)
a YE3 C&NO

1 6 . AUDIT REQUIREMENTS

Q NONE 3 STATE ® FEDERAL 0' INDEPENDENT

1 8 . RECOMMENDED RETENTION

Until audit requirements are met, then
destroy.

2 0 . TELEPHONE NUMBER 2 I . DATE

OGS 330-4 (REVISED 2/87)
v •••••r'^'i^ri.r.*": :r^^"^;?W-:V;™:^v

wr?v?.«*-S*!"-'.'r,'ir7-r»7v.-.i.-T.r!>;.j^«.-̂ ' " ^ " ^ ^•r'*™1"'-^—T^r^-^*-.—v-



:.-isTr?ucT lcrts - - ~n=«E O R P R I N T A
SEPARATE FORM FOR EACH ME* OR
REVISED RECORD SCRIES. FORWARD

f I TH RECORDS RETENTI ON SCHEDULE
30 -I )

OEFARTMEXT Of CEMERAL SERVICES

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 273

J ESSUP , MARYLAND Z 0 7 3 4

AGENCY :ECGRDS INVENTORY

-ARTKENT / AGENCY

Coppin State College

2. DIVISION

Tn.«,MM,Hnnn1 Advancement

PAGE _9 or f,

3. UNIT

•INIT1ON-RECORD SER1ES-A amuF or MI_ATB:O RKCOROI NORKALJ-T FILID AND UXKB AS A W I T ron
B*rtREKCX A» » g U . A» H1.HWT1OW AHO OUPOBITION f»IIF(Hg5

4 . RECORD SERIES TITT-E

Endowment Fund Records

3 . EARLIEST YEAR/LATEST YEAR

1 9 8 3 TO 1 9 9 3

5. RECORD SERIES DESCRIPTION (
lH l«n .T DISat l lX TWX TTf«S OP" |MFO»01ATION/DOCU*««T»/FOI«ini rOOMD

IN THE SERIES. IHCLUDC TKK PUHPOSC OJt fUWCTt©** Of TH« • KJTtES]

Individual donor files, alumni-development system on P.C., legers, journals,
vouchers, bank statements, dividend reports and as of 11/91 Univ. of MD. account
detail printouts.
•Contains name of account beginning balance.additions, interest/dividend additions
end assessment fees- and ending balances. Files contain information relative to
the establishment of the endowment, ie. criteria, MOU, acknowledgement letters,
etc .

7. RECORD SERIES FORMAT(S|

O .LETTER SIZE ° MICROriLM

iGAL SIZE a COMPUTER TAPE

BOOK Q

iack-up
3 AUDIO. TAPE C VIDEO TAPE

FLOPPY D I S K -

Ba

y? OT>ER( SPECIFY)

HnnipiltPr prinhnnh

H a r d d i s k

8. RECORD SERIES SEQUENCE

• ALPHABETICAL

a NUMERICAL

• CHRONOLOGICAL.

a GEOGRAPHICAL

X OTHER(SPECIFY)

by date and by
Univ. of Md. Acct. #

i. VOLUME
% FILE DRA»ER( S )
3 MICROriLM REEU(S)

1 = CCWPUTER TAPE(S) disk
NU""'1 = OTHER( SPECIFY)

10. At«<UAL ACCUMULATION
C FILE DRA*ER(S)
3 MICROFILM REEL(S;

hUUhZK' C CCWPUTER TAPE ( S )
- rrwrpfipcrinr'

I 1 . FILE IS USED

(X DAILY a WEEKLY O MONTHLY

tZ. F I L E BECOMES INACTIVE AFTER r e t a i n -
a MONTH(S) a YEAR(S(permanently

NUMBtW .

1 3 . CURREKT LOCATICN(S) ( BLDG. .F1.0OR.ROOM)

Adm. Bid) 3rd Fl

M . IS RECORD SERIES DUPLICATED ELSE^SHERET

;. t IP -ma, SPECIFY W W C T OR orrica:}

a YES S NO

1 3 . ACCESS RESTRICTIONS Q YES <3[ NO
( I P Y T S , e r n e L A M ( S ) * R « O U U A T I O N ( S |

18 . AUDIT REQUIREMENTS

Q NONE 0 STATE a FEDERAL & INDEPENDENT

17. IS AN INDEX SYSTEM USED7 ( |)r f i l , U 7 U I N

BRICPLY AND DIICR1IC AMY HAROIARc/ 8OmtA« )

a YES aX NO

I a . R£CCW«KDED RETENT ICN

Retain permanently

JJ. NA«E AND TITLE OF PREPARER Z0. TELEPHONE NUMBER

Olio) 'WB-S^.L;L,

Z 1 .' DATE

•'V /? .& / 9 3

D C S 3 3 0 - 4 ( R E V I S E D Z / S 7 )



: .-iSTin-VJCT 1QTIS - - TVPE OR PR I NT A
SEPARATE FORM FOR EACH NE¥ OR
RCVISCJ3 RECORD SCRIES. FORWARD
flTH RECORDS RETENTION SCHEDULE
(OG^tf 30 -I

DEPARTMENT OF CQ<ERAJ_ £EHV ICES

RECORDS MANAGEMENT DIVISION
727S WATERLOO ROAD

P.O. BOX 271
JESSUP, MARYLAND 2 0 7 9 4

AGENCY =E-:Or.DS INVENTORY

i . -ARTVENT / AGENCY

Coppin State College
2. DIVISION

Institutional Advancement

SEC ireiK 3
PAGE J3 or

J . UNIT

C£F1N1T!CN-RECORD SER1ES-
A 9ROUP OF PUKt-ATSD RCCOROB NOIWAU.Y r I LJCD AND U I M A« A UM t T rCf»

WKITIltEMCX A« t g U . A» mTTWTIQW *HO O i a p a g l T I W P'JWfOflM

4 . RECORD SERIES TITLE

Capital Campaign

3. EARLIEST TEAR/LATEST YEAR

1 9 8 3 TO I Q Q T

RECORD SERIES DESCRIPTION , • « « « * « ' « « * ! . « TXK TYl-M o r | H f e « A T I O N / D O C U « T I / n m FO^D
•tH THE SERIES. INCLUOr TW PURPOSE O« FUNCTION OF THK »KJTTES]

Ledgers, journals, vouchers, bank' statements, individual donor files, alumni
development, UMSA account detail printouts. Used to house information relative
to donor contributions for the capital campaign.

•Account name, beginning & ending balances, additions (contributions) interest/
dividend additions, end assessment fees.

Files contain information relative to the establishment ofthe capital campaign,
ie, criteria, "MOU, PDIP criteria, reports for donors, the acknowlegement letters
and other related information.

7 . RECORD SERIES FORMAT(S)

a .LEI tut SIZE a MIcnoriLM

iCAL SIZE Q COMPUTER TAPE

BOOK G . FLOPPY DISK -

3 AUDIO TAPE C VIDEO TAPE

• OTHER(SPECIFY)

computer printout/hard
disk

S. RECORD SERIES SEQUENCE

d MJVAflET 1 CAL.

a NUMERICAL

54 CHRONOLOGICAL

• GEOGRAPHICAL

a OTHER(SPECi nr)

S. VOLUME
3C FILE DRAWER(S)
5 M 1 CROr I LM REEL ( S )

1 = COMPUTER TAPE(S)
N " * • * * Z OTHER (SPECIFY)

10 . A^^aiAJL ACOJfcflJLATICN
C FILE DRAWER(S)
= MICROFILM REEL(S

KtUUkgK c COf̂ PUTER TAPE( S )
- rm^Blwrirr'

1 1 . FILE IS USED

d( DAILY a WEEKLY a MONTHLY

J 2 ' FILE BECO«:S INACTIVE AFTER -, , .
C YEARa MCNTH(S) ( S |

1 3 . CURRENT LOCATICN(S) ( BLOC.. F1.OOR. ROOM)

Adm. B l d g . , ' 3 r d F l o o r

\A. IS RECORD SERIES DUPLICATED ELSE*HERE7
;. t iF -rcn, SF«cii^r /.OEKCT on o r r t c t ]

a YES H NO

IS . ACCESS RESTRICTIONS a YES )P NO
( i r r r s , CJTK I_A»( • ) * RKOUUATION( s )

1 8 . AUDIT REQUIREMENTS

a NONK a STATE O FHDERAL X3 INDEPEKDENT

17 . IS AN INDEX SYSTEM USEDT ( i r YX».t>^V>IN
BRIIFI.Y AND OMCR I • « AMY HABDIARt/ aOFTIAM: )

a YES NO

I S . RECOMMENDED RETENT I ON

Retain permanently

\ U . NAME AND TITLE OP/ PREPARER 20 . TELEPHONE NUMBER 2 1 . DATE

. V ' / / 'in -'

D C S 3 3 0 - 4 ( R E V I S E D 2 / 8 7 )



MS PRVCT 1CT1S - - TYPE OR PR I NT A
iiPAHATE FORM FOR EACH NET* OR
REVISED RECORD SCRIES. .FORWARD
* I TH RECORDS RETENTI ON SCHEDULE

v 3 3 0 - I )

DEPARTMENT Or GtXERAJL. SETHVICES
RECORDS MANACOCKT DIVISION

7273 MtATERLOO ROAD

P.O. BOX 273
JESSUP. MARYLAND 2 07 94

1 Of 2

AGENCY =£•:•:•=.DS 1NVENT0KY
ris s IT-^M •<,«-

PAGE OF

'AHTVENT / ACENCTT

Coppin State College

2. DIVISION

InSt.J t.lltinnai Arlvanromont

3. UNIT

DEFINITION-RECORD SERIES-* a w o u * i o r ' «*»~*T*n RicoRnt Noio«Ai_j_r r iu tn A*O u n o A« A UNIT row

*. RECORD S E R I E S TITLE Sponsored Programs: Federal, State and
Local Grants & Contracts. Excludes Title III HBCU Prog.

5. EARLIEST TEAR/LATEST YEAR

1970 TO 1993

RECORD SCRIES DESCRIPTION ( * " l l t r L T BMCHIK TT-OC TTPKS OF1 INFOIDlATKJN/DaCUHDtTS/FQian rOUXD
•tM THE SERIES. iNcuuDi TKK r u x p o i c o* nwcTiOM or THK »irFr-rES)

Includes grant applications or contractual agreements, institutional routing forms, copies
of required reports and correspondence. This information is maintained in order to provide
a central repository for all grants and contracts submitted for funding consideration by
.the college.

7. RECORD SERIES FORMAT?S)

$ .LX1 itM. SIZE C3 MICROFILM

#LEGAL SIZE C CCMPUTEH TAPE

BOUND BOOK C . FLOPPY D1 SK -

3 AUDIO TAPE C VIDEO TAPE

a OTTER (SPECIFY)

8. RECORD SERIES SEQUENCE

& ALPHABETICAL

Q NUMERICAL

• CHRONOLOGICAL,

Q GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME

H FILE DRA¥ER(S)
S MICROFILM REEL(S
- COMPUTER TAPE(S )

N U M " * = OTXER< SPECIFY!

1 Q . ATTOJAL ACCLMULATI ON

& FILE DRA*ER(SJ

1/2 = MICROFILM REEL(S)

hbUhEK' C COMPUTER TAPE ( S )

11 • FILE is USED Variable based on date of sub-
mission and award notice.

O DA1L"! Q WEEKLY 0 MONTHLY

12. FILE BECOMES INACTIVE AFTER

6 D MONTH(S)

If all funds
"''" are expended.
<A YEAR(S)

l a . aJRR£^^• L O C A T I C N ( S ) ( BLDG. .FLOOR, ROOM)

3rd Floor Admin. Bldg., Ins t i tu t iona l Advance-
ment Division

M . IS RECORD SERIES DUPLICATED ELSEW-ERET
; t i r YCS, n F t c i r r /.OCKCT OR OFFICE)

M YE3 a NO Budget Info in Controller's Off-

13. ACCESS RESTRICTIONS Q YES &XNO

( I F Y I B , c m c u i ( i | & D I O U U A T I O N U )

16. AUDIT RECXJIREMEKTS

d NCNE tX STATE fe FEDERAL Jp INDEPEHDCNT

1 7 . IS AN INDEX SYSTEM USEDT ( I F Y M . u y u k l N
ar.tKru-r AND D H C R I U A « Y HARDIARC/sorTTrARje )

^ Y E S a N O Written log kept of an alpha-
betical listing of grant/contract submissions
and award notifications based on school year.

I 8 . RECOMMENDED RETENT I ON

When grant has ended and all,.funds'have been
expended, 6 years and 3 months. Then,
destroy.

^ 9 . NAME AND TITLE OF_PREPARER 2 0 . TELEPHONE NUMBER

-?-,

DCS 330-4 (REVISED Z/87)



•ijjTf^VCT 1CTIS - - TYPE OR PR I NT A
JEPARATE FOFS4 FOR EACH NET* OR
REVISED RECORD S E R I E S . FORWARD
fITH RECORDS RETENTION SCHEDULE

, 3 3 0 - 1 )

DEPARTMENT Or CiXERAl- SERVICES

RECORDS MANAGEMENT D I V I S I O N

7 27 3 1KATERLOO ROAD

P . O . BOX Z73

J E S S U P , MARYLAND : 0 7 9 4

2 of 2
AGENCY =£-:O = DS INVENTORY

DEPARTMENT/ACENCT

Coppin State College
1. DIVISION

Institutional Advancement

sec ire* <f»T
PAGE or

3. UNIT

^ETINlTtCN-RECORD SERIES- A amur or «KI_ATTEO ruccortoa NOIDULLY FTLXD AMO U K D AS A UNIT WR
wrewewee A» I B U . A» nmwTiow AMO e n r o n i T i w r'-m»o*r:-t

i. RECORD S E R I E S TITLE Sponsored Progs.: Strengthening HBCU
Prog. Title III

S. EARLIEST TEAR/LATEST TEAR

1078 TO 1QQ?

5. RECORD SERIES DESCRIPTION a n u n . T D M c n i i c
•IN THE SERIES.

TTT«S Or I HFOKMAT 1 OH f DOCUWJI I J / F-QW»r» fWJNO
I NCLUOC TWK rUftrOIC OW FVNCTIOM Of TXK »KfrtCS'

Grant applications, expenditure requests, required reports (internal and external),
correspondence between funding agency, and the college; activity directors and the Title III
Coordinator. Additionally, grant year activity budget information is kept. Records are
• maintained for moni.toring, compliance and report preparation purposes.

7 . RECORD SERIES FOfUtAT(S)

JP .LETTER SIZE O MICROFILM

« 1 f^i^l SIZE C COMPUTER TAPE

BOUND BOOK & . FLOPPY D I S K ^ *

3 AUDIO TAPE C VIDEO TAPE

a OTJ-ER( SPECIFY)

**As- of 1989-90 Grant Year

8 . RECORD SERIES SECLENCE

& ALPHABETICAL

ft NUMERICAL

• CHRONOLOGICAL.

Q GEOGRAPHICAL

d OTHER(SPEC1FY]

} . VOLUrfE

^ FILE DRA»ER(S)
C MICROriLH REEL(S)

•J Z COMPUTER TAPE ( S )
N U M - C * ^CTHERC CIFY]

12 Floppy Disks
1 0 . ANNUAL ACCUMULATION

5( FILE DRAWER(S)

1 / 2 = MICROrtLM REXL(S

hUUhgK <= CO»^PUTER TAPEl S )

I 1 . FILE IS USED

Q DAILY

1978-79 to 1986-87 not used.
1987d^sa.^resentavaEia.Y

I 2 - FILE BEcohes INACTIVE AFTER If a l l funds are
6 o MCNTH(S) 0( YEAS(SI expended.

MUMBCR . .

1 3 . CURRENT LOCATICN(S) (BU3C..FLOOR.ROOM)

3rd Floor, Admin. Bldg., Institutional Advance-
ment Division

\ t . IS RECORD SERIES DUPLICATED CLSETm-ERET

:. \ \r ITS, SMClfT AOEKCT OW OFFICe]

& YE3 o NO Budget Info, in Controller's
orriie

1 3 . ACCESS RESTRICTIONS O YES Xj NO

( IF Y t S , CITY L_A»{ * ) & . RKSUUAT I ON ( S 1

1 8 . AUDIT REQUIREMENTS

D NONE & STATE <X F1XEHAL 9( INDEPET<DeNT

17 . IS AN INDEX SYSTEM USEDT ( | jr Y t l . O T L A I N
BRIEFLY AKO OCICRIIK AKY HARDIARC/ SOrTTAM )

X£ YES = NO Each"activity has an FRS number
for each grant year. Information is stored
using Lotus and a PC.effective 1989-90
grant year.

I 8 . RECOMMENDED RETENT I ON

When grant has ended and all funds have been ex
pended, 6 years and 3 months. Then, destroy.

I » . NAME AND T I * OF pREPAHER Z0. TELEPHONE NUMBER 2 1 . DATE

01/^/93.

DCS 530-4 (REVISED Z/87)



'.•iSTPXJCT ICTIS - -TYPg OR PRINT A
SEPARATE FORM FOR EACH NET* OR
REVISED RECORD SERIES. FORWARD
fITH RECORDS RETENTION SCHEDULE

I . DEPARTMENT / AGENCY

Coppin State College

DEPARTMENT OF CEWERAJL. U.ERV 1CES

RECORDS MANAGEMENT DIVISION

7273 WATERLOO ROAD

P.O. BOX 273

JESSUP. MARYLAND 2 0794

AGENCY :ECO?>DS INVENTORY

%££ I f f * (0
PAGE or

2 . DIVISION

Institutional Advancemen

3 . UNIT

ZZFIN1T1ON-RECORD SER1ES- A a m u r or U L A T S Q RKCORDS NORMALLY rtucn AMO U K O A« A UNIT row
R i n i K N C X A* W«E1_L, A» H«mCT«T t OT< AMO OtaPOBITtON PUHPOag^

4 . RECORD SERIES TITLE

Alumni Files

3 . EARLIEST TEAR/LATEST YEAR

1 Q ? n TO 1 QQ9

S. RECORD SERIES DESCRIPTION (
• n i ( n . T O M c x i u TWC -nrp«a or- iNFOUHATioH/DOCuMWTS/romn ro*Jwo
IN THE SERIES. INCLUQ* TXK fUKPOSE M p-WCTtO* Of TH« »K»rTES]

A.) Name, address, SS#, telephone #, occupation, year of graduation or years
of attendance, business telephone # and address.;

•B.) History of -volunteer service to the institution. Correspondence in lateral
metal filing cabinets. Identical information as in (a) except for copies
of correspondence filed on I.B.M. PC.

• 7. RECORD SERIES FORMAT( S )

a .LETTER SIZE ° MICROrtLM

:UAL SIZE Q COMPUTER TAPt

BOCK dC FLOPPY D1SK-

3 AUDIO TAPE C VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

X: ALPHABET I CAL

a NUMERICAL

• CHRONOLOGICAL

a GEOGRAPHICAL

a OTHER(SPECirY)

1 . VOLLME

7.0

X FILE DRAWER(S)
3 MICROFILM REEL(S;
Z COfcJPUTER TAPE ( S )

N U " " T = OTHER( SPECIFY)

1 0 . ANNUAJL. ACCUMULATION

= FILE DRA¥ER(S)
3 MICROriLM REEL(S)

hlAihgK c COMPUTER TAPE ( S )

1 1 . FILE IS USED

H DAILY a WEEKLY Q MONTHLY

12 . FILE BECOKCS INACTIVE AFTER

aMcNTH«s, a YE^&fsl1 o f d o n o r

MUMBCH

1 3 . CURRENT L O C A T I C N ( S ) ( BLDC. .FLOOR.ROOM)

3rd. Floor Administration Bide.

M . IS RECORD SERIES DUPLICATED ELSETJHERE7
;. t i r Y T S , SMCirr /.axucr o» o r r t c t )

a YE3 QCNO

IS. ACCESS RESTRICTIONS a YES ° NO
( i r r t n , C:TX L > » { % ) *t RKQULATICN( s )

Aut d P«

l « . AUDIT REC3UIREMENTS

a NONE C3 STATE ° FEEESAL K INDEPENDENT

LL
1 7 . I S AN INDEX SYSTEM USED? ( I F Y T I . U 7 U I N

BRISrUY AKD DMCRIIC ANY HAROIARC/ SOrTtAM I

Q YES g NO

I S . RECCfcMEWDED RETENT I ON

Upon death of constituent information
transferred to deadfile.

Material having no historical value is
destroyed.

I a. NAME AND TITLE OF_PREPARER 2 0 . TELEPHONE NUMBER

DCS 3 3 0 - 4 (REVISED 2 / 8 7 )


