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ATC ldi

  

Division Area Department Location Record Series Title Record Series Description Spa
Dat

n 
es Format Group Retention

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146 Campus Master Plan

All information as
& completion of C
alphabetically

sociated w
ampus Ma

ith compilati
ster Plan, fil

on 
ed FY 19

Pres
99 - 
ent Paper & Elec. ADM 1020 Active + 1

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146

Commi
ns/Mee

ttees/Organizatio
tings

APPA, OAPPA, M
committee inform
reports (project s
alphabetically

APPA, an
ation; mon
tatus report

d campus 
thly board 
s) , filed 

199
Pres

5 - 
ent Paper ADM 9910 3 years

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146 Contracts Records of contracts with vendors 199

Pres
9 - 
ent Paper LEG 2000 Active + 5

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146 Gasoline Bills Monthly gasoline

monthly
 bills for University, filed 200

Pres
4- 
ent Paper ACC 1000 4 years

Finance & 
Administration Facilities Facili

ATC
ties R

Q

Bulding Bu ng 
oom 146 & 
uonset Hut 

Ground
Invento

Movers snow removals Equipment 
ry

Movers, snow re
blowers, tow mot
purchase

equipmentmoval equi
ors, etc., fil

pment, 
ed by date of thru 2009 Paper ACC 2000 Active + 6

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 142

Minute
Items

s and Action Minutes of meeti
(weekly), filed by

ngs (weekly
 year and m

)  Audits 
onth

199
Pres

5 -
ent Paper ADM 9910 3 years

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146

OBR M
corresp
Distribu

iscellaneous 
ondence & CAS 
tion

OBR Correspond
filed by date

ence & CAS Distribution 199
Pres

4 - 
ent Paper ADM 9910 3 years

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146

Person
Record

nel/Employee 
s

Custodial, mainte
office, and stude
employee evalua
and timesheets, 
name

nance, adm
nt personne
tions, traini
filed alphab

inistration, 
l records, 
ng records, 
etical by last 

200
Pres
(Acti

7-
ent 
ve)

Paper REF 0000 Active

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146 Policies/Procedures Campus policies

alphabetically
 and procedures filed 199

Pres
4 - 
ent Paper ADM3000 Active + 10

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146 Project files

All information on
(new constructio
etc.) from biddin
completion, filed completion, filed

 every proj
n; renovatio
g process to
by project/bby project/building

ect on camp
ns; upgrade
 certificates
uilding

us 
s, 
 of 

199
Pres

9-
ent Paper ADM 2030 Active + 6

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146

Proper
Acquis

ty Deeds/Land 
itions

Old deeds & title
SSU, filed alphab

s to land ac
etically

quired by 199
Pres

4 - 
ent Paper ACC 2000 Active + 6

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146 Safety

Fire  evacuation 
elevator inspectio
committee info; s
certifications; saf
MSDS, filed alph

drawings; b
ns; OSHA 
afety trainin
ety policies
abetically a

oiler and 
files; safety 
g; safety 

 & procedure
nd/or by dat

s 
e

199
Pres

3 - 
ent Paper ADM 3030 Active + 10
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Vendor Specs and bids on service and materials

cabinet drawers

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146 Uniforms Uniforms ordered yearly, filed by year 200

Pres
5-
ent Paper ACC 1000 4 years

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 149

Univers
Drawin

ity Facilities 
gs

Archives; plans & specs of a
filed by project/building

ll projects; Paper ADM 2030 Active + 6

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146 University Signage Records of camp

building
us signage, filed by 200

Pres
3-
ent Paper / Elec   ADM 2030 Active + 6

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146 Utilities Bills for Natural G

by month
as & Water/Sewage, filed 200

Pres
2-
ent

Binder / 
Paper REF 0000 Active

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146 Vehicle Registrations Registrations for

and registrations
 vehicles "c
, filed by ye

opies" of title
ar of vehicle

s 199
Pres

6-
ent Paper ACC 2000 Active + 6

Finance & 
Administration Facilities Facilities A

R

VendorTC Building 
oom 146 specific

service

Specs and bids 
ations/material & 
 bids

   
from various ven
vendor

on service and  
dors filed al

materials 
phabetically

 
 by 199

Pres
9-
ent Paper REF 0000 Active

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146 Warranties

Roof warranties;
materials warran
construction proj
project/building

 constructio
ties associa
ects, filed b

n warranties
ted with new
y 

; 
 199

Pres
4 - 
ent Paper LEG 2000 Active + 5

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146 Workorders

Contains comple
(maintenance an
filed numerically 

ted workord
d repairs on
by yesr

ers 
 campus), 200

Pres
4-
ent Electronic MIS 2000 Active + 1

Finance & 
Administration Maintenance Facilities Q Hut Ground

Record
s Maintenance 
s

Grounds Mainten
building

ance Records filed by 8/90-Present Paper / binder MIS 2000 Active + 1

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146

Campu
Progra

s Recycling 
m Grant

File folders, gran
records are still c
drawer.

t accounting
reated, 1/2

 purposes, 
 file cabinet 04/200

Pres
7 to 

ent Paper LEG2000 Active + 5

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 147

Purcha
Record

sing Card 
s

Monthly credit ca
receipts for each
wide with a mont
spreadsheet. Us
purposes. Field m
2005. Records a
cabinet drawers 

rd statemen
 employee d
hly summar
ed for budg

onthly beg
re still creat

t, original 
epartment 
y 
et and audit 
inning July 
ed. 4 file 

07/200
Pres

5 to 
ent Paper ACC1000 4 years

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146

Buildin
Record

g Maintenance 
s

Maintenance rec
building

ords of buildings, filed by 199
Pres

9-
ent Paper MIS 2000 Active + 1

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146

Constru
Meetin

ction Project 
g Minutes

Minutes of Const
meetings, filed b

ruction Pro
y project

gress 199
Pres

9-
ent Paper ADM 9910 Active + 1
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ADM4000

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146 Employee Records

Maintenance rec
applicants, emplo
filed, insurance c
apprenticeship p
alphabetically

ords, job de
yee record
laims, main
rogram, file

scription, jo
s, grievance
tenance 
d 

b 
s 200

Pres
(Acti

7 - 
ent  
ve)

Paper REF 0000 3 years

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 149

Operat
Mainte

ion and 
nance Manuals

Operating & Equ
manuals, parts m
vehicle manuals,
shop drawings, o
by building

ipment man
anuals, bal
 test logs (f
peration ins

uals, service
ance reports
ire/sprinkler)
tructions, fil

 
, 
 
ed 

199
Pres

0-
ent

Paper/Binder/
Electronic ADM 3010 Active

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146

State A
Contro

ccounting / 
lling Board

Encumbrance & 
Projects Controll
releases, filed by

vouchers fo
ing Board re
 project

r State 
quests & 199

Pres
4 - 
ent Paper ADM 2030 4 years

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 146 Key Control Records Key request form

alphabetically by
s and key c
 name

ards filed 1994-
Present Paper

ADM4000
3 years

Finance & 
Administration Facilities Facilities A

R
TC Building 
oom 147 Radio Records Maintenance and

numbers and ser
 Custodial 
vice record

radio serial 
s

2005-
Present

Paper/ 
Electronic

REF 0000 Active
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