DGE-550 - { DEPARTMENT OF GENERAL SERYICES SCMEDULE
i - Recards Manegement Divisien
REKV. 7/86¢ 1546
PAGE .
MO, 1— OFZ
RECORDS RETENTION AND DISPOSAL SCHEDULE _
WS - NEW SCHZDULE
Coppin State Calleoe Institutional Advancement
AGENCY i O1 Vi sION
ltem .
Ne. Description Retention
1. Donor Gift Files A lateral file is maintained on

Endowment Fund Records

Capital Campaign

Seheduie Aspmved by Deperment,
Aganey, ot Division Reprosentative -

. %f;&?ﬁﬁ
otherss Dy boancy Lor Ve

[Retained pemanently in ledger

each door for the donors life
time. Upon the dorors death those
files are transferred to a dead
file additiomally all donor
records are kept on camuater,
Records are backed up on floppy
digkerts daily. Reeeipt copies
are retainad pomonontly. We will

now hold gift emvelopes until

- |audit requirarents are met.*Then dfstroy

Please mote the statement:
*UNIIL AUDIT RIUIREMENIS ARE
MET" means:

Three years for state related
doaments, three years for
nor-mretary federal related
doauments, three years for
monetary federal related
douaments urder $25,000, ard
six years, three months for
moretary federal related
doaments over $25,000.

which are locked in the office of
the Office Marager ard on camputer]
in the Institutiomal Advancement
wing. Such reconds are accessable
only to authorized persmns.

hese records are kept in ledgers
and on camputers disketts. All are
seared in the Office of ,
Institutiomal Advancement safe.
These records are retained
Permanently.
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DEPARTMENT OF GENERAL SERYICES SOMEDULE
Das-880-1 Records Menagement Divisien no.
REV. 7/86 1546
race 2
NO.
RECORDS RETENTION AND DISPOSAL SCHEDULE 2. oF
AGENCY DI VI StOM
It .
N.o".‘ Description Retention

L

4&5 |Sponsored Programs (spcifically U.S. Government State contracts and grants are

Title III and Grants) Also private sector retaired three years after the
(Foundations -and Corporations) close of the contract, ad federal
contracts/erants under $25,000 for
three years ad over $25,000 for
six years-three months after close
of contract. Then destroy.

6. Alumni Files These materials are screened
amnually and those assessed as
. having administrative, historical
; brd/or legal valie are retained
’ permarently in locked lateral file
' in the Institutional Advancement
iing of the administration building
Material having no historical
yalue are destroyed.

If (;oppi.n State archives are not available, material
having permanent retention will be transferred to thd
MD STATE ARCHIVES  in Annapolis and material having

limited retention (i.e. 25 y-ars) will be transferred
to the State Records Center in Jessup.

4

Sdhaduio Appraved by Deserment,
Agenay, or Oivisien Representetive -
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1 N * l
SISTRUCTIGUIS - - TYPE OR PRINT A OEFARTMENT OF CENERAL ZCERVICES ACMAY STAmAs e . '
SZPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISIionN AGENCY =Z73RDS INVENTURY
REV|SED RECORD SERIES. FORYARD 7273 VATERLOG ROAD s‘E E IT‘ M '
¥ITH RECORDS RETENTION SCHEDULE P.Q. Bax 273 .
(DGS 350-1) JESSUP, MARYLAND 20794 PAGE _1 or 6
19 ARTMENT /| AGENCY 2. DIVISION 3. wuIT

Coppin State College - {Institutional Advancement

CEFINITION- mccm SRIES A GROUP OF RELATED RECORDS NORMALLY FILED ANMO USKED AS A UNIT FrOoR
‘REFERENCE AS IELJ. A’ RETRENTION ANO OISPOSITION PURFOALS

4., RECORD SERIES TITLE 5. EARLIEST YEAR/LATEST YEAR

Donor Gift Records ' 1983 . ™ 19913

6. RECORD SERIES DESCRIPTION (nul:rLY DKSCRINK THE TYPEs OF lNFORHATIQN/DOCUﬂlNTS/PORHI FrouUND
M THE SERIES. INCLUDK THE PURPOSE OR FUNCTION OF THEK SEFTES)

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

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

i 7. RECORD SERIES FORMAT{S| 8. RECORD SERIES SEQUENCE 9. VOLUME )
1 . ' -
I O .LETTER SIZE O MICROFILM & ALPHABETICAL = FILE DRAWER(S)
. S MICROFILM REEL(S)
' ¥ LEGAL SI1ZE O COMFUTER TAPE 0 NUMERICAL =

COMPUTER TAPE(S)
NUMBE

pook 8 FLoPPY Disk- O CHRONOLOGICAL GTHER(EPECIFY)
1nd1v1dual files

Jd AUDIO TAPE C VIDED TAPE QO GEOGRAPHICAL
_ 10. ANNUAL ACCLMULAT ION
O OTHER(SPECIFY) . O OTHER(SPECIFY) C FILE DRAYER(S)
- S MICROFILM REEL(S)
RGHEPR C COMPUTER TAPE(S)
- OTHFRISPECIEY
1. FiLE 1S UsED 12. r£iLE BECOMES INACTIVE AFTER
¥ paiLy g wEEQ. O mMoNTHL O MoNTH(S C YEAR(S
Y Y OB Death nF( D’nnru: (s}
13. CURRENT LOCATICN(S) (ELDG.,FLOOR,ROCM ) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
, tir vy£s, sPECIFY raenNcY Omr oOrrFicE]
. . , R ayes X
Third Floor Administration Bldg. NO
18. ACCESS RESTRICTIONS Oyes O nNo 18. AUDIT REQUIREMENTS

(1® Y8, ciTx Lan{s) & reauraTion(s)

v .
. ) OnNoNE © STATE @ FEDERAL @ [NDEPENDENT
Only authorized personnel have access

17. IS AN INDEX SYSTEM USED? ( |y yrs.m:-PLAIN
BRIZFILY ARD DKSECRIBE ANY HARDIAR:/ SBOFTEARKE )

18. RECCMMENDED RETENT ION

O vyeEs & No Until audit requirements are met, then
destroy.
\3%\ AND. TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE
{O(J ._...._;‘.(4 L )
..... O ; /;
et szva,momr.«.mf f»((‘u,,,,;:;_, AEH - EbH L C/// /

DGS 530-4 (REVISED 2/87)
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IMSTRYCTIGMS - - T PE OR PRINT A

DEFARTMENT OF CENERAL

ZERVICES

i

l AGE 2SSOSR TNVENTOL Y
SZPARATE FORM FOR EACH NEY OR RECORDS MAMNAGEMENT DIVISICN ‘ nat ""U“'JS "\{VEI‘{TUK‘
REVISZD RECORD SERIES. FORWARD 7273 YATERLOG ROAD SEE, T‘M L
f1TH RECORDS RETENTION SCHEDULE P.Q. EDX 273 9

PAGE 2. or h
{ 50-1) JESSUS?, MARYLAND 20734
1. ARTMENT [/ AGENCY 2. DlvisiaN 3. WNIT
Coppin State College Institntrional Advancement

CEFINITION-RECCRD SERIES-

ARNFERFINCE AS WELL AS RKTENTION ANO OI1SPOSI]TION

A GROUP OF RELATED RECORDE NOMMALLY FILEKD AMD UIED AS A UNIT PFOR

PARPFPQIEX

+. RECORD SERIES TITLE
Endowment Fund Records

EARLIEST YEAR/LATEST YEAR

1983 w 1993

3.

5.

Individual donor files,
vouchers,
detail printouts.

INCLUDK TMX

alumni-development system on P.C.,
bank statements, dividend reports and as of 11/91 Univ. of MD.

) - IR THE TYPER CF [(NMFCMMATION/DOCUMENTY /FORME PFOUND
RECORD SERIES DESCRIPTION (2RIXTLT DEICR / /
4N THE SERIES.

PURPOBE GR FUNCTION OF THK BSEFTEN)

legers, journals,

*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, acknowledpgement letters,
etc.
7. RECORD SERIES FORMAT(S 3. RECORD SERIES SEQUENCE $. VOLUME ‘
a .LETTER O micmo O ALPHABETICAL X FILE DRAWER(S)
| = Siz= terar it T MICROFILM REEL(S)
! izsxzs C COMFUTER TAPE O NUMERICAL 1 = computeEr TAPE(S) disk
NMUMBE —
Z CTHER{SPECIFY)
pook 8 HJPEY!MSK 0 CHRONOLOGICAL, (
Jd AUDIO. TAPE C\nn:o1mpg 0 cRoaRAPHICAL 10. ANNUAL ACTLMULATION
X OTHER(SPECIFY) ¥ omrEr(sPECIFY) Z FILE DRAWER(S]
S MICROFILM REEL(S)
Computer printout: .by date and by FUMEZX C COMPUTER TAPE(S)
Hard disk Univ. of Md. Acct. {# = OTYER(SPECIEY
‘1. FiLE IS USED 12. ¢|LE BECOMES INAGTIVE AFTERYetain-
! O MONTH(S) Q vyEAR(s)permanently
a o]
X pailLy WEEXLY MONTHLY oY
13. CURRENT LOCATICN(S) {BLDG.,FLOCR,ROCM) 14. 1S RECORD SERIES DUPLICATED ELSEYHERET
- ti® Yyzs, sPECiFY sraENCY OR orrccg)
: g ves X no
Adm. Bldg. - 3rd Floor
13. ACCESS RESTRICTICNS g YEs &no 18. AUDIT REGQUIREMENTS
& Rxa 1oN{8) FECERAL ENDENT
{17 yes, ci1Tx tam{s} UlAT a g srate O e X iroer
17. 1S AN INDEX SYSTEM USEDT (1@ YES.DDPLAIN 18. REC ED RETENTION
BRIEFLY AND OXSECRIRE ANY HARDNARE/ SOFTWARK ) . -
) R . o
a ves X no etain pe;manently
2. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE .
i 3 5 vy . 23 e
7) e ) o - . 7 / 7/“"{)'
‘N i g A A e Crpy B A L A ]
C/u/:’—P Okyez D fifzn, T r_‘(wg/:,/,.;_ IR e -

DGS 550 -4 (REVISED 2/87)
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CNSTREUCTICNS - - TIPE OR PRINT A
SZPARATE FORM FOR EACH NEY OR
REVISED RECDRD SERIES. FORWARD
TITH RECORDS RETENTION SOHEDULE

DEFARTMENT OF GENMERAL ZERVICES
RECORDS MANAGEMENT DIVISION
7273 WATERLOQ RCAD
P.Q. BaxX 217%

JESSUP, MARYLAND 20794

AGENCY *ZI07US INVENTURY

pAcE 3 or 6

Wn&

. ARTMENT /| AGENCY

Coppin State College

2. DIviSian

Institutional Advancement

3. NIT

CEFINITION-RECORD SERIES-

A GROUP OF RELATED RECORDOE NOFMALLY

rFlLXD

AND USKD AS A UNIT FOR

REFERFNCE AS WELL AS RETKMTION AMO OISPOS|TION PURFQIART

4. RECORD SERIES TITLE

Capital Campaign

EARL IEST YEAR/LATEST YEAR

1283 v 1993

3.

§. RECORD SERIES DESCRIPTION (

Ledgers,

development, UMSA account

- Account name, beginning &

ie, criteria, 'MOU,

4x THE SERIES.
Journals, vouchers,

dividend additions, end assessment fees.

bank' statements,
detall printouts.

ending balances,

reports for donors,

ARIKFLY DESCRIBE THE TYPES OF IHPOMTION/DOCMY!/POM FrouUND
INCLUDK THE PURPOSE GR FUNCTION OF THK l!t‘l!!l
individual donor files,

Used to house information relative
to donor contributions for the capital campaign.

alumni

additions (contributions) interest/

Files contain information relative to the establishment ofthe capltal campaign,
PDIP criteria,
and other relaLcd information.

the acknowlegement letters

(17 vyes,

ci1Te LAw{s) & RxguLATiON(S)

7. RECORI) SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLLME ,
' s
O LETTER SIZE O MICROFIIM Q ALPHABET!CAL ?(F'LE DRAWER( S )
S MICROFILM REEL(S)
GAL S1ZE C COMPUTER TAPE g NMUMERICAL Z COMPUTER TAPE(S)
NUMBE -
Z OTHER(SPECIFY)
pookK G .FLOPPY. DISK- X cwonoLocicaL (
2 AUDIO TAPE C VIDED TAPE O GROGRAPHICAL ‘0. u ACCLAMULATION
Q OTHER(SPECIFY) Q CTHER(SPECIFY) T FILE DRAYER(S)
. ’ Z MICROFILM REEL(S)
computer printout/hard RGOEZX C COMPUTER TAPE(S)
disk = OTYER({SPECIEY!
12.
‘1. FILE 1S USED FILE azcogcs INA(C.—,IVE A}-_GT'ERN (A_;;
a wE a MONTH{ S
X paiLy WEEKLY MONTHLY U
13. CURRENT LOCATICN(S)] (BLDG.,FLOCR,ROCM) 14. |S RECORD SERIES DUPL | CATED ELSEYHERE?
{'l' Yrs, SPECiFY 7.QENCYT OR O'F(Ct]
Adm. Bldg., 3rd Floor g agvyes ¥ wno
1S. ACCESS RESTRICTIONS g yEs @ nNo 18. AUDIT REGUIREMENTS

O NoNE O STATE O FEDERAL 2 INDEPENDENT

17. 1S AN

gdyes & No

INDEX SYSTEM USED?T (1P YES.ERPLAIN
BRIEFLY AND DEXCRIRE ANY HARONARE/ BOFTWARK )

18.

RECOMMENDED RETENT I1CN

Retain permanently

DGS 5350-4 (REVISED 2/87)
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NS TRUCTICMS - -TYPE OR PRINT A
IZPARATE FORM FOR EALH NEY OR
IEVISED RECORD SERIES, .FORWARD

e o g S A

11 TH RECORDS RETENTION SC}EDUL.E

1 of 2
DEFARTMENT OF CIZINERAL SIRVICES “ - .. . .
RECORDS MANAGEMENT DIVISIicN AGENCY "ZT0RIS INVENTORY
ITEM
3 ° " SE & I1ITEM 4§
. . B - J — :7’
JESSUP, MARYLAND 20794 PACE Z_;_I___or £

V. ARTMENT | AGENCY 2

Coppin State College

. DIviSian

i
7273 WATERLOO ROAD \

Institutional Advancement

A GROUP OF RELATED RKCOROR NOWMALLY FILED AND USED A% A UNIT FoOR
SEFINITION-RECORO SZRIES- T
AKFEREMCE AS WELL A% RETENTION AND DISPOS|TION PURFPQaZT

Local Grants & Contracts.

{. RECORD SERIES TITLE Sponsored Programs: Federal, State and
Excludes Title III HBCU Prog.

5. EARLIEST YEAR/LATEST YEAR
1970 +o 1993

4N THE SERIES.
of required reports and correspondence.

.the college.

y QoM fBQC OIS FrOUND
5. RECORD SERIES DESCRIPTION (mu:rL‘r DESCRIBE THE TYPKEE OF [MFORMAT! / MENTS [

Includes grant applications or contractual agreements, institutional routing forms, copies

This information is maintained in order to provide
a central repository for all grants and contracts submitted for funding consideration by

INCLUDK THK PURPORE OGR FUNCTION OF THK lum:!]

7. RECORD SERIES FORMAT(S ) 8

§.LETTER SI1ZE O MICROFILM

LEGAL S1x= C CoMFUTER TAPE O NIMER]CAL

BXaND BooK O FLOPPY DISK -

J Aupto TAPE C VIDED TAPE

0 OTHER(SPECIFY)

. RECORD SERIES SEQUENCE 9.

A ALPHABETICAL

0 ORONOLOGICAL
0 GROCRAPHICAL

0 OTHER(SPECIFY)

VOLLME )
’ XX r1Le DRAYER(S)

MICROFILM REEL(S)
COMPUTER TAPE(S )

NUMRER = STHER(SPECIFY)

~
1mte o

ANNUAL ACTIMULAT ION
& FiLE DRAWER(S]
1/2 S MICROFILM REEL(S)
KGHEPX © COMPUTER TAPE(S)

10.

= O nlrcpoer tEY)

ment Division

. Variable based on date of sub- (2. i1z mEcoMes imactive arter L1 all funds
1
FILE 1S usED p 8l 80N and award natyco! 6 & +eArE; expended.
O pAlLY a vemxay 0 MoNTHLY 0 MONTH(S) YEAR(S]
j319122:2 0.8
13. CURRENT LOCATICN(S) {BLDG.,FLOOR.,ROCM ) 14. 1S RECORD SERIES DUPL|CATED ELSEWHERE?
1w yes, sPecimy sarNcYy OR OFFICE]

3rd Floor Admin. B1dg., Institutional Advance-|

XX yes © no Budget Info in Controller's QOffi

15, ACCESS RESTRICTIONS g yes X'IXNO
{tr yes, ci17x LaAw(sS) & rxauraTiON(S)

16, ALDIT REQUIREMENTS

a nae & sTate X FEcERAL £ (NDEPENDENT

17. 1S AN INDEX SYSTEM USED? (1@ yEsS.2PLAIN

BRIEFLY AND DEICRIRBE ANY H.ARDIAR!/ BOFTWARK )
Hves s no Written log kept of an alpha-
betical listing of grant/contract submissions
and awvard notifications-based on school year.

18. RECCMMENDED RETENT 1ON

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

{ . NAHE-‘LA.ND~ ,.._f'.‘f—’,'LE QF:__PREPARER 0. TELEPHONE, NUMEBER 21. DATE
RAss TRz SEC R - L Gi [ 10] 95
S T N A AAE ) AL e o ey -
Q/’J/‘C\F Doz ppilizn t G"f\(-:‘[ /=1 S ) '—“’KO) SR el S /
d R

DCS 530-4 (REVISED 2/387)
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XL TR r

USTRUCTIGNS- - TYPE OR PRINT A -
ZPARATE FORM FOR EACH NEY OR

IEVISED RECORD SERJES. FORWARD
11TH RECORDS RETENTION SCHEDULE

DEFARTMENT OF GCEZNERAL SERVICES
RECORDS MANAGEMENT DIVISICON
7273 WATERLOQ RQAD
P.O, BOX 173

JESSUP, MARYLAND 20794

ATt

~uCH

2 of 2
cy - NVENTORY

'!
|

scc cfem S

PAGE _§ ar A

DEFARTMENT [ AGENCY

Coppin State College

2. DIvISIaN

Institutional Advancement

3.

WNLT

CEFINITION -RECORD SERIES-

A GROUP OF RELATED RECORDE NOMMALLY FILXD AND USKD AS A UNIT FoOR
REFERENCE AS YELIL AS REXTENTION AMO DISPOS[TION FIURRQOIARNI

4. RECORD SERIES TITLE Sponsored Progs.:
Prog. Title III

Strengthening HBCU \’-

EARLIEST YEAR/LATEST YEAR

1978 o _1993.

5. RECORD SERIES DESCRIPTION |

44 THE SERIES.

correspondence between funding agency
Coordinator.

BRIEKFLY DEBCRIRE THE TYrxas OrF INNMT!ON/DOCM/NM FOUMD

Grant applications, expenditure requests, required reports (internal and external),

. and the college; activity directors and the Title III
Additionally, grant year activity budget information is kept.
.maintained for monitoring, compliance and report preparation purposes.

INCLUDKE THE PURPOSE OR FUNCTION OF THK BEFTET)

Records are

7. RECORD SERIES FORMAT(S) a.

Y .LETTER Si1zE O MicROF 1LY
LEGAL Siz= C COMPUTER TAPE % MUMERICAL

BOUND BOOK 5 FLOPFY DIsK #%

3 AuD1O TAPE C VIDES TAPE

RECORD SERIES SEQUENCE ?.

A ALPHABETICAL

0 Q- RONOLOGICAL,

O GROGRAPHICAL

VOLLME ‘
‘ X FiLE DRAWER(S)
MICROF ILM REEL(S)
3 Z COMPUTER TAPE(S)
NUMRER Txcn-:sn(srzcxrf)
12 Floppy Disks

-

{1 yes, c1Tx tawis) & reguLaTION(S])

- 10. ANNUAL AGTIMULATION
O CTHER(SPECIFY) 0 OTHER(SPEC!FY) X FILE DRAWER(S]
**As- of 1989-90 Grant Year ' 1/2 < MicRoF1LM REEL(S)
RCEEPX C COMPUTER TAPE(S)
T oTrn({cpertEY!
1. riLE 1S USED 1978-79 to 1986-87 nOt_used- 12. riLe Becomes INAcTIVE AFTER If all funds are
O caiLy 19815Q§I§i;n@sentovar1es.Y 6 O MoNTH(S ) X vear(s) expended.
j310)20:1 4:8 .
13. CURRENT LOCATICN(S) (BLDG.,FLOOR,ROCM) {4. 1S RECORD SERIES DUPLICATED ELSEWHERE?
3rd Floor, Admin. Bldg., Institutional Advance- tir ves, smeciFy raEncy om orwick] .
ment Division ves G ~no Budget Info. in Controller's
9ffice
15. ACCESS RESTRICTIONS cvyes ¥ no 16. AUDIT REQU|REMENTS

O neie ¥ sTaTE & FECERAL INDEPENDENT

17. 1S AN

INDEX SYSTEM USED? (1@ YES.ZPLAIN

BRIEFLY AND UKXCRIRE ANY HARDWARE/ SOFTYARK )

—
—

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.

18. RECCMMENDED RETENT 1O

©

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

19.

DGS 550-4 (REVISED 2/87)

C T TN R T, TR L S e e T T M e e o
4-"‘ S CCERESENSEP R LN
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-
.

CSTE 1SS - TYPE QR PRINT A
SZPARATE FORM FOR EACH NEW OR
REV1SED RECORD SERIES. FORWARD
11TH RECORDS RETENTION SCHEDULE

{ S0-1)

T

DEFARTMENT OF CENERAL ZEIRVICES
RECORDS MANAGEMENT OlVISiCN

AGENCY =zI3:0S INVENTORY

7273 WATERLOGO RQAD
P.O. BOX 273

JESSUP, MARYLAND 20794

SEE 'TEM G
PAGE _f _or 4{_

. DEFARTMENT | AGENCY

Coppin State College

2. DIvVISION 3.

Institutional Advanceme

NIT

CEFINITION-RECORD SERIES-

A GROUP OF RXLATED REGCORDS NOMMALLY FILED AND USKD AS A UNIT POR
REFERENCE AS ¥ELL AS RETEMTION ANO DISPOSITION PFPUBFQIRI

4. RECORD SERIES TITLE

Alumni Files

3.

EARL|EST YEAR/LATEST YEAR
1920 o _1992_

A.) Name, address, SS#,

“B.)

41N TFHE SERIES.

telephone #,

metal filing cabinets.
of correspondence filed on I.B.M.

PC.

, BRIXKFLY DESCRIEE THK TYPES OF [NFORMATIOM/DOCUMENTS /FORME FOUND
§. RECORD SERIES DESCRIPTION ( /
INCLUDK THKX PURPOSE CR FUNCTION OF THE SEFTES|

occupation, year of graduation or years
of attendance, bu31ness telephone # and address.

History of wolunteer service to the institution. Correspondence in lateral
Identical information as in (a) except for copies

| 7. RECORD SERIES FORMAT(S)

i J.LETTER Size O MiCROF LI

| GAL SIZE O COMPUTER TAPE
BounD Book K FLOPPY DISK-

3 ADIo TAPE C VIDED TAPE

8. RECORD SERIES SEQUENCE 9.

X ALPHAEETI1CAL

VOLLME

X FILE ORAWER(S)
MICROFILM REEL(S)
COMPUTER TAPE(S)
OTHER(SPECIFY)

-
[
-
-

NUMBE

(1@ vyes,

Authorized Personnel

ci1Tx LAN{S) & pxguraTiCN(S]

10. ANNUAL ACCLMULATION
g OTHER( SPECIFY) O OTHER({SPECIFY) 2 FILE DRAWER(S)
- ) C MICROFILM REEL(S)
RGOEEZR C COMPUTER TAPE(S|
Z CTYER(SPECIEY )
1. 12. gy BECOMES [NACTIVE AFTER
ﬂL;lS(EED LE > T T ?QP of donor
- a a MCNTH Wg&
DAILY WEEIQ.Y MOINTHLY O
11. CURRENT LOCATION(S) (BLDG..FLOCR,ROCM) 14. |S RECORD SERIES DUPLICATED ELSEWHERE?
tir vYZS, SPECIFY rQENCY OR OFFIcE]
. . a
3rd. Floor Administration Bldg. vE3 Kwo
1S. ACCESS RESTRICTIONS gdvyEs O nNo 16. AUDIT REQUIREMENTS

O NoNE O STATE O rEDERAL X INDEPENDENT

17. 1S AN

QyeEs & NO

INDEX SYSTEM USEDT (1@ YES.DPLAIN
BRIEFLY AND OKIEICRIEE ANY HARDIARE/SOmARI)

18.
Upon death of

destroyed.

RECOMMENDED RETENT ION

constituent information

transferred to deadfile.

Material having no historical value is

_12. NAME AND TITLE OF _PREPARER

IN TSR Dz T
-/M;l NV &@

e85 -5 5 LA

20, TELEPHONE NUMEER

DGS 530-4 (REVISED 2/87)
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