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DESCRIPTION

RECORDS AND RECORD SERIES ARE LISTED BY ITEM NUMBER AND TITLE G!VING FORM NUMBER, IF ANY, DISTRI-

BUTION OF COPIES, AUDIT REQUIREMENTS AND THE RECOMMENDATION FOR RETENTION.

IN SPECIAL INSTANCES,

THE RECORD MAY BE MORE CLOSELY DESCRIBED GIVING COVERING DATES, SIZE AND QUANTITY OF RECORDS,
FILE ARRANGEMENT, TYPE OF INDEXING AND A DESCRIPTION WITH RESPECT TO ORIGIN AND CONTENT, USE

WHILE ACTIVE, AND RELATIONSHIP TO OTHER RECORDS.

Item’

Description and Retention

listed below.
.Appointment Records

State and Federal Deduction Forms
Notes and Memoranda '

Certificates of Nonsubversive Activity
Employment Applications

Employment Data Sheets

Copies of Birth Certificates

Leave Records

Employment Resumes

Employment History Cards
Separation Reports-

of an employee then destroy.

Payroll Entries and Change of Status Records

PERSONNEL FILES - thaintained for each employee contalns some or all of the records

Correspondence Related to Retirement and Other Matters

RECOMMENDATION Retain folder for three (3) years after separatlon or retirement
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