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Academic Arts/Sciences CAS Dean
Office

's Massie 104
Adjunct Faculty and F
Overload and Summe
Contract Copies

S 
r 

Ad
co
1 L

junct re
pies file
in Ft us

sumes,
d in 3" bi
ing 3" e

 correspondence, contract 
nders - filed alphabetically - 

nds for measurement ( 3 ft)

02/01/2004 
thru present Paper PER2000 Indefinite

Academic Arts/Sciences CAS Dean
Office

's Massie 104 Adjunct Faculty Records
Fil
res
fil

ed in file
umes, 

ed alpha

 cabinet
correspo
betically

 - maintaining adjunct 
ndence, contract copies - 
 - 3 ft

2004 to 
Present Paper PER2000 3 years

Academic Arts/Sciences CAS Dean
Office

's Massie 10
104

0 & Faculty Search Material Pa
by

per files
 search

 with se
 number

arch documents only-filed 
 - 2 Lin Ft 

1998 to 
Present Paper PER2000 Indefinite

Academic Arts/Sciences CAS Dean
OfficeOffice

's Massie 10
cabinetcabinet

4 file 

Full-Service Faculty F
w/copies of contracts,
correspondence, and 
student evaluationuden  evaluation 
summaries

iles 
 In

al
offof
fol

 8.5 X 11
phabetic
icial evaficial eval
ders - 1.

 manila
ally - Inf
luation duation
5 Ft

 file folders - filed 
ormational purposes and 
ata for faculty promotion 

1995 to 
Present Paper MIS1010 Indefinitedata for faculty promotion Present

Academic Arts/Sciences CAS Dean
Office

's Massie 104 Historical File-Inactive
informational items

- Re
ca

ference
binet -fo

 filed al
r historic

phabetically by topic in file 
al purposes- 2.5 Lin Ft 1997 to 2006 Paper ADM9910 Indefinite

Academic Arts/Sciences CAS Dean
Office

's Massie 104
General File with 
Correspondence, 
informational items

Fil
Fo
al

ed in La
lders ~L

phabetic

teral File
etter si
ally by t

 Cabinets -2 -Manila 
ze - used for reference - filed 
opic - 7 Lin ft

2007-Present Paper ADM9910 3 years

Academic Arts/Sciences CAS Dean
Office

's Massie 104 Lab Fees - expenditu
and income records

res 

Fil
Co
an
file
m

ed on B
nferenc
d report
d by de

easurem

ookshel
e Room
 amount
partmen
ent

ves & bookshelves in 
 - in binders - used to track 
 spent by each department - 
t - 1 Lin Ft using 3" ends for 

2005-Present Paper FIN2000 3 years

Academic Arts/Sciences CAS Dean
Office

's Massie 104 Personnel File

Ne
st
inf
Se

cessary
aff filed i
ormation
cretary,

 Record
n file cab
 (SS#, 

 Student

s and Information about 
inet - files with pertinent 

Phone #, Etc)  for Dean, 
 Employees - 2.5 Lin Ft

1992-Present Paper PER2000 Indefinte

Academic Arts/Sciences CAS Dean
Office

's Massie 10
under tabl

6 
e

Student Evaluations - 
Original

Of
Fil
Li

ficial ori
ed in 10
n Ft

ginal cop
 boxes b

ies of faculty evaluations - 
y year and department - 7 2002-2 Paper MIS1010 7 years

Academic Arts/Sciences CAS Dean
Office

's 
Massie 10
Bookshelf
07-Confer
Room for 

4-
 for 06-
ence 
92-07

Department Chair Me
Minutes

eting Bi
by

nders-Of
 Date - 3

ficial rec
.42 feet

ord of CAS Chair Meetings- 1992-Present Paper ADM9910 Indefinite
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Academic Arts/Sciences CAS Dean
Office

's 

Massie 10
Bookshelf
and 08 
Conferenc
Room for 
06

4-
 for 07 

e 
Yeat 96-

Course Syllabi for CAS
Bi
De
fee

nders - f
partmen
t

or transf
t, then 

erring students' reference, 
alpha, then numerical, 9.66 1996-present Paper EDU3000 Indefinite

Academic Arts/Sciences CAS Dean
Office

's Massie Ha
Room 100
Computer

ll, 
 CAS full-service facu

workload report
lty Ex

rec
me

cel - To
ord of a
mber al

 calculat
ll course
pha by 

e overload hours taught, a 
s taught by each faculty 

department
2004-Present Computer 

Record PER3000 Active + 6

Academic Arts/Sciences CAS Dean
Office

's Massie Ha
Room 100
Computer

ll, 
 Chair Vacation Days Ex

ea
cel - Tra
ch year,

ck vaca
 by depa

tion days used by chairs 
rtment

2008-09-
Present

Computer 
Record FIN2000 Active + 1

Academic Arts/Sciences CAS Dean
Office

's Massie Ha
Room 100
ComputerComputer

ll, 
 Adjunct Hours

Ex
co
alal

cel, Tra
mpariso

pha by departpha by depart

ck hours
n report

mentment

 taught and prepare 
 for adjunct expenses , 2004-Present Computer 

Record PER3000 Active + 6
.

Academic Arts/Sciences CAS Dean
Office

's Massie Ha
Room 100
Computer

ll, 
 Chair Evaluations Ex

arr
cel, Req
anged b

uired by
y depar

 SSU/SEA Contract, 
tment 2004-Present Computer 

Record MIS1010 Indefinite

Academic Arts/Sciences CAS Dean
Office

's Massie Ha
Room 100
Computer

ll, 
 Dean's Travel Fund Ex

tra
cel, Tra
vel fund

ck to wh
s alloca

om and amount of Dean's 
tions, arranged by date 2007-Present Computer 

Record FIN2000 Active + 1

Academic Arts/Sciences CAS Dean
Office

's Massie Ha
Room 100
Computer

ll, 
 Lab Fee Expenditures

Balances
 and Ex

fee
cel, Tra
s, by de

ck expen
partme

ditures and balances of lab 
nt and by date 2006-Present Computer 

Record FIN2000 3 years

Academic Arts/Sciences CAS Dean
Office

's Massie Ha
Room 100
Computer

ll, 
 

General Information fo
Each Term (adjunct m
box numbers, 
correspondence to 
adjuncts, course relat
emails, etc)

r 
ail 

ed 

W
de
file

ord, Exc
tails of t

el, for fu
he term.

ture reference to various 
  Documents alpha within 2007-Present Computer 

Record ADM9900 3 years

Academic Arts/Sciences CAS Dean
Office

's 
Massic Ha
Room 100
Wooden F
cabinet

ll, 
, 
ile Pcard Records Fil

m
e Folder
onth, 2.

 - Detail
5 inches

s of Pcard charges, by 2005 to 
Present

Paper in 
file folder ACC1000 5 years
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