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Division Area Department Location Record Seri
Title

es Record Series Description Span Dates Format Group Retention

Finance & 
Administration Vice President VP Office

Com
Floo
Adm

mons 1st 
r 
inistration

Annual Financia
Report

l Year end financial spreadsheet reports 1975 - 6/30/08 Paper FIN 7000 4 years

Finance & 
Administration Vice President VP Office

Com
Floo
Adm

mons 1st 
r 
inistration

Correspondence     
All c
for B
alph

orrespon
usiness
abetical

dence f
 Affairs 

iles maintained by V.P. 
and secretary, filed 1975 - 3/31/09 Paper ADM 9910 3 years

Finance & 
Administration Vice President VP Office

Com
Floo
Adm

mons 1st 
r 
inistration

F&F 
agendas/minutes

Agen
misc
Trus
filed 

das an
ellaneou
tees Fin
by date

d minute
s docum

ance an

s and other 
ents for the Board of 

d Facilities Committee, 1979 - 5/8/09 Paper ADM 9910 3 years

Finance & 
AdministratiAdministrat on Viceion  President VP Office

Com
Floo
AdmAd

mons 1st 
r 
inistration

Budget - 
Institutionalni ration Institutional

Insti
for bfor board

tutional
oard apapproved

 budget a
proved b

nd supporting documents 
udgets, filed by date 1975 - 7/1/08 Paper FIN 2000 Active + 1budgets, filed by date

Finance & 
Administration Vice President VP Office

Com
Floo
Adm

mons 1st 
r 
inistration

Insurance
Univ
Cove
year.

ersity pr
rage bi

operty a
nders an

nd casualty insurance. 
d correspondence filed by 2003-2009 Paper LEG 3000 Active + 5

Finance & 
Administration Vice President VP Office

Com
Floo
Adm

mons 1st 
r 
inistration

Policies/Procedures Hand
copi

books 
es of ad

and man
opted po

uals used by department 
licies 1975 - 5/31/09 Paper ADM 3000 Active + 10

Finance & 
Administration Vice President VP Office

Com
Floo
Adm

mons 1st 
r 
inistration

Property, land
Copi
all pr
exem

es of de
operties
ption re

eds to U
 owned 
cords, f

niversity Property, list of 
by University, property tax 
iled chronological by date

1968 - 5/31/09 Paper ACC 2000 Active + 6

Finance & 
Administration Vice President VP Office

Com
Floo
Adm

mons 1st 
r 
inistration

Records destruction Listi
filed 

ng of rec
by date

ords destroyed by department, 1975 - 5/31/09 Paper ADM 3020 10 years

Finance & 
Administration Vice President VP Office

Com
Floo
Adm

mons 1st 
r 
inistration

Tuition and fees Tuiti
by d

on and f
ate

ees approved by the Board, filed 1975 - 5/8/09 Paper EDU 3000 Indefinite

Finance & 
Administration Vice President VP Office

Com
Floo
Adm

mons 1st 
r 
inistration

Vehicle Titles Titles to vehicles owned by University 5/31/2009 Paper ACC 2000 Active + 6
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