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Division Area Department Location Record Series Title Record Series Description Span Dates Format Group Retention

Student Athletics At
Di

hletic 
rector Rhodes 111 Budget forms & Information 

for Each Sport

Copies of
records f
cabinet

 budget
iled in bl

 records
ue stora

 and yearly sports 
ge cabinet & blue file Current + 3 

years Paper FIN2000 Active + 1

Student Athletics At
Di

hletic 
rector Rhodes 111 Guidelines for Student 

Athletes

Copies of
filed in bl
Septemb

 Guideli
ue stora
er 1999

nes for S
ge cabin

tudent Athletes, 
et & file cabinet, 1-Aug-07 Paper ADM3000 Active + 10

Student Athletics At
Di

hletic 
rector Rhodes 111 Membership Lists Athletic 

Booster Clubs 
Copies of
cabinet 

 Booster Club Lists filed in blue file Current + 1yr Paper ADM9900 1 year

Student Athletics At
Di

hletic 
rector Rhodes 111 NAIA Student Athletic 

Eligibility Forms
NAIA Stu
cabinet

dent Eligibility Forms filed in blue file Current + 3 
years Paper ADM3000 Active + 1

Student Ath Atletics At
Di

hletichl tic 
rector Rhodes 111 NAIA Substance AbuseNAIA ub ance Abuse 

Certification of Compliance
NAIA 1995NAIA 1995
Abuse re

96 th-96 th
cords fil

rough 1998roug  1998
ed in blu

99 substance Current +3-99 sub ance 
e file cabinet

Curren  +3 
Years Paper ADM3000 Active + 1

Student Athletics At
Di

hletic 
rector Rhodes 111 P CARD records In white file cabinet drawers. July 2005-

Present Paper ACC1000 4 years

Student Athletics At
Di

hletic 
rector Rhodes 111 Financial Aid Year End 

Report
NAIA Yea
cabinet

r End Report, filed in blue file Current + 3 
years Paper FIN2000 Active + 1

Student Athletics Athletics Rhodes 115 Student Athletic Medical 
Information

Physical
Insuranc
Medical H
athlete. R
linear ft.

 forms, M
e, Dr. A

istory, f
ecords

edical H
ppointm
iled alph

 are still c

istory. Health 
ent information. 

abetical by student 
reated. There is 3.5 

1/2003 - 
Present Paper END1000 Indefinite

Student Athletics Athletics

Rhodes  - file 
cabinet in 
downstairs 
training room.

Previous Student Athletic 
Medical Information

Physical
Insuranc
Medical H
athlete na
is 3.5 line

 form, M
e, Dr. A

istory, f
me. Re
ar ft.

edical Hi
ppointm
iled alph
cords ar

story, Health 
ent information. 

abetical by student 
e still created. There 

1/2003 - 
Present Paper EDU1000 Indefinite

Student Athletics Health Club Rhodes Sports 
Center Health Club Membership Members

Sports C
hip reco
enter Of

rds filed
fice, by d

 in 1 notebook in 
ate

January 2007 -
present Paper ADM9900 1 year

Student Athletics Health Club Rhodes Sports 
Center Health Department

Certificat
bulletin boardbulletin board
inspectio
chemical
notebook
by date, m

es for O
Rec Rec

ns, alon
 analysis
s)  on po

ost cu

peration
ords ofords of

g with da
.  In not
ol deck

rrent on t

 are posted on 
Pool & spa Pool  spa 
ily records of 
ebook form (2 
 with lifeguard, filed 
op

Jan 1, 1999 - 
present Paper ADM3000 Active + 10

Student Athletics Health Club Rhodes Sports 
Center

Monthly & Year End 
Reports

Monthly a
- monthly
yearly tot

nd year
 totals o
als take

 end rep
f membe
n from m

orts in notebook form 
rship & revenue 
onthly report

Jan 1994 - 
present Paper ADM1020 Active + 1
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Student Athletics Health Club
Rhodes Sports 
Center/Records
Room

 Golden Bears Membership
Current M
notebook
Director.

embers
 in Secr

 Prior Ye

hip reco
etary's O
ar in Re

rds filed in 1 
ffice, Athletic 

cords room 

January 2008 -
present Paper ADM9900 1 year
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