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Division Area Department Location Record Series
Title

 Record Series Description Span Dates Format Group Retention

Student
Couns
Psych
Servi

eling & 
ological 

ces

Office of 
Counselin
Psycholog
Services

g & 
ical 

Univ
Cent
216

ersity 
er Room AIDS Education 

Committee

Minut
comm
chrono
Recor

es of com
ittee me
logical

ds are s

mittee 
eting ev

 order in
till creat

meetings. Used to track 
ents. Files are in 

 4 drawer file cabinet. 
ed. There are .3 foot

1991 - 2009 Paper ADM9900 1 year

Student
Couns
Psych
Servi

eling & 
ological 

ces

Office of 
Counselin
Psycholog
Services

g & 
ical 

Univ
Cent
210

ersity 
er Room Annual Reports

Depar
servic
and im
Filed i
cabine

tmental
es, activ
plemen

n chrono
d in Ro

 Annual R
ities, pro
ted duri
logical o

om 210.

eports delineating 
jects, etc. developed 

ng the academic year. 
rder in tall storage 

 There is .5 linear foot.

1997-2009 Paper ADM1020 Active + 1

Student
CounselingCouns
Psych
Servi

&eling & 
ological 

ces

Office of Office of
Counselin
Psycholog
Services

U ig & 
ical 

Univ
Cent
216

itersity 
er Room Budget

Depar
servicservic
and im
Filed i
cabine
linear 

tmental
es, actives, activi
plemen

n chrono
t. Reco
foot.

 Annual R
ities, proties, proj
ted duri
logical o

rds are s

eports delineating 
jects, etc. developed ects, etc. developed

ng the academic year. 
rder in 2 drawer file 
till created. There is .7 

1997 - 2009 Paper FIN2000 Active + 1

Student
Couns
Psych
Servi

eling & 
ological 

ces

Office of 
Counselin
Psycholog
Services

g & 
ical 

Univ
Cent
216

ersity 
er Room Campus Security A

Report
ct 

Copie
comm
are in
cabine
create

s of Fed
ittee me
 chronol
t in room
d. There

eral man
etings, a

ogical or
 216.  R

 is .6 lin

dated minutes of 
nnual reports, etc. Files 

der in 4 drawer file 
ecords are still 

ear foot.

1990-2008 Paper ADM#020 10 years

Student
Couns
Psych
Servi

eling & 
ological 

ces

Office of 
Counselin
Psycholog
Services

g & 
ical 

Univ
Cent
216

ersity 
er Room Drug-Free Campus

Act Report
 

Copie
Repor
bookc
create

s of Fed
ts are in
ase in ro
d. There

eral man
 chronol
om 216
 is 1.1 l

dated bi-ennial reports. 
ogical order on a 
. Reports are still being 
inear feet.

1990-2008 Paper ADM#020 10 years

Student
Couns
Psych
Servi

eling & 
ological 

ces

Office of 
Counselin
Psycholog
Services

g & 
ical 

Univ
Cent
214

ersity 
er Room Clinical Records

Confi
Permi
sheets
notes 
clinica
chrono
cabine
There

dential c
ssion fo
, intake
and eva
l files to
logical
t in room

 is 3.3 li

ounselin
r Treatm
, treatm
luation /
 track se

 order in
 214. R

near feet

g records which include: 
ent, Data tracking 
ent plans, progress 
 assessment. Use 
ssions. Files are in 

 2 drawer locked file 
ecords are still created. 
.

2006 - 2009 Paper EDU1000 7 years
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Student
Couns
Psych
Servi

eling & 
ological 

ces

Office of 
Counselin
Psycholog
Services

g & 
ical 

Univ
Cent
216

ersity 
er Room Clinical Records

Confi
Permi
sheets
notes 
clinica
chrono
cabine
1.6 lin

dential c
ssion fo
, intake
and eva
l files to
logical
t in room
ear feet.

ounselin
r Treatm
, treatm
luation /
 track se

 order in
 216. R

g records which include: 
ent, Data tracking 
ent plans, progress 
 assissments. Use 
ssions. Filed in 

 2 drawer locked file 
ecords are still created. 

2003 - 2009 Paper EDU1000 7 years

Student
Couns
Psych
Servi

eling & 
ological 

ces

Office of 
Counselin
Psycholog
Services

g & 
ical 

Univ
Cent
216

ersity 
er Room Drug Education 

Committee

Minut
used t
chrono
room 2
.5 line

es of com
o track m
logical
16. Re

ar foot.

mittee 
eeting 

 order in
cords are

meetings (outreach) 
minutes. Files are in 

 4 drawer file cabinet in 
 still created. There are 

1991-2009 Paper ADM9900 1 year

Student
Couns
Psych
Servi

eling & 
ological 

ces

Office of 
Counselin
Psycholog
Services

g & 
ical 

Univ
Cent
216

ersity 
er Room Veterans Recogniti

Committee

Minut

on 

Minut
corres
hotos
track m
chrono
room 2
2 linea

es of coes of co
ponden

 and vide
eeting 
logical
16. Re
r feet.

mmitteemmittee 
ce, finan
o of ann
minutes

 order in
cords are

meetings, communitymeetings, community 
cial records, contracts, 
ual events. Used to 
. Files are in 

 4 drawer file cabinet in 
 still created. There are 

1993 - 2009 Paper ADM9900 1 year
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