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

Finance & 
Administration

Hu
Res

man 
ources

Assista
Directo

nt 
r

Admi
021   

nistration General Business 
Information

Gen
polic

eral recor
ies, HRIS

ds for ret
/Payroll 

irement, procedures, 
system info, etc.

1990 to 
6/2009

paper and 
electronic PER 3000 Active + 6

Finance & 
Administration

Hu
Res

man 
ources

Assista
Directo

nt 
r

Admi
021

nistration Position classifica
files - Active positio

tion 
ns

Clas
anal
desc

sified and
ylsis/posit
riptions

 Unclass
ion info

ified staff job 
rmation files and job 1988 to 

6/2009
paper and 
electronic PER 2000 3 years

Finance & 
Administration

Hu
Res

man 
ources Benefits Area Admi

021
nistration Applicant/Testing 

records - Support Staff

Sup
(res
etc.
misc

port Staff
umes, vol
)(, exam a
 benefits

 Applicat
 disclosu
greemen
 info.

ions & Test data records 
re info, job number, 
ts & correspondence, 

1999 to 
6/2009 Electronic PER 2000 3 years

Finance & 
AdministratiAdministrat on

Hu
Resion Resources

man 
ources Benefits Area Admi

021021
nistration Employee Benefits

Medical Records - 
ActiveActive

 & Acti
alphalphabet

ve employ
abeticallyically 

ee medi
 by last nby last

cal/benefits files, filed 
ame

09/1967 - 
6/2009 Paper PER 1020 6 yearsname 6/2009

Finance & 
Administration

Hu
Res

man 
ources Benefits Area Admi

021   
nistration Motor Vehicle Reports

Aut
driv
SSU

horization f
e SSU stu
 in notebo

orm and
dents or
ok

 validation report to 
 employees on behalf of to 6/2009 paper MIS1010

until 

superceded
Finance & 
Administration

Hu
Res

man 
ources HR Director Admi

021
nistration ADA Records Req

mat
uests for a
erial

ccommodation information 1990 to 
4/2008 Paper LEG 9900 3 years

Finance & 
Administration

Hu
Res

man 
ources HR Director Admi

021
nistration Affirmative action plan Narrative & Statistical affirmative action data 1990 to 

6/2009 Paper LEG 5000 6 years

Finance & 
Administration

Hu
Res

man 
ources HR Director Admi

021
nistration Complaint files

Staf
CW
rela

f complain
A grievanc
ted workin

ts on eq
es (in p
g papers

ual opportunity, AAP, 
rogress and settled), 
, etc.

1990 to 
6/2009 Paper LEG 5000 6 years

Finance & 
Administration

Hu
Res

man 
ources HR Director Admi

021
nistration Employee Benefits

Medical Records - 
Inactive

 & Inac
alph

tive empl
abetically

oyee me
 by last n

dical/benefits files, filed 
ame

09/1967 - 
6/2009 Paper PER 1020 6 years

Finance & 
Administration

Hu
Res

man 
ources HR Director Admi

021   
nistration General Business 

Correspondence

Mat
unio
mee

ters of offic
n, veteran
tings, vari

ial busi
s, affirm
ous info

ness on compensation, 
ative action, staff 
rmation, etc.

1990 to 
6/2009 Paper PER 3000 Active + 6

Finance & 
Administration

Hu
Res

man 
ources

HR Mai
Area

n Lobby Admi
021

nistration Adm and Faculty J
Search Files - open
positions

ob 
 Ope

job a
n job sear
ds, requis

ches, vo
ition, re

l disclosure information, 
lated bills, etc.

07/2007 to 
6/2009 Paper PER 2000 3 years

Finance & 
Administration

Hu
Res

man 
ources

HR Mai
Area

n Lobby Admi
021

nistration Background 
Authorizations

Aut
prio
stor

horization f
r to offer o
ed electron

orm to r
f employ
ically.

un background check 
ment in notebook and 2006 to 

6/2009

paper and 
electronically 

in Feith 
System

PER2000 3 years
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Finance & 
Administration

Hu
Res

man 
ources

HR Mai
Area

n Lobby Admi
021   

nistration General Files

Cop
mai
mat
mem
pho
forc
aut

ies of HR
ntenance,
erials, CW

o of unde
ne charge
e reduction

hority, back

 related c
 etc.), m
A contra
rstandin

s, classi
 inform
ground 

ontracts (AAA, copier 
isc compensation 
cts side letters and 
g, information requests, 

fied staff notifiations, 
ation, appointing 
check information, etc.

1988 to 
6/2009 Paper LEG 2000 Active + 5

Finance & 
Administration

Hu
Res

man 
ources

HR Mai
Area

n Lobby Admi
021   

nistration Government 
reports/surveys Annual government reports and surveys -  1985 to 

6/2009

paper and 
electronically 

in Feith 
System

LEG 5000 6 years

Finance &Finance  
Administrati

Hu
on

Hu
Res

manman 
ources

HR MainHR i
Area

Lobby Admn Lobby Ad n
021   

inistrationi ration Job Requisitions RecRec
hou

ords of requiords o  req
rly support

sitionsui ition
 staff job

for faculty adm and
paper and 

electronicallys or aculty, adm an  
s, by PCN# 1988 - 6/2009 elec ron cally 

in Feith 
System

PER 2000 3 years

Finance & 
Administration

Hu
Res

man 
ources

HR Mai
Area

n Lobby Admi
021

nistration Position 
Advertisements

ADS
posi

 folders o
tions

n dept server for various 1995 to 
6/2009 Elec PER 2000 3 years

Finance & 
Administration

Hu
Res

man 
ources

HR Mai
Area

n Lobby Admi
021

nistration Union Dues 
Membership List - 
Report 

Bi-w
due

eekly lists
s

 of employees paying union 07/1998 to 
6/2009 electronic ACC 1000 4 years

Finance & 
Administration

Hu
Res

man 
ources Payroll Admi

021
nistration Insurance informat

FMLA records
ion, Gro

insu
cons

up health,
rance info
ultants in

 life and 
rmation,
fo, FMLA

voluntary life/ltd 
 agent records, benefit 
 files, etc.

1998 to 
6/2009 Paper PER 1010 Active + 6

Finance & 
Administration

Hu
Res

man 
ources Payroll Admi

021   
nistration Payroll Bills

Wor
req
ord
req
con
me
ded
con
con
AAAAAA
form
(cop

king cop
uests (ori
ers; garn
uests (SRA
tribution
mbership/
uction fo
tribution
tributions
, etc.); di etc ); dir
s; voide
ies), etc.

ies of p
g in AP
ishment

's, Des
s, OEA 
deduct

rms, po
s, stars 
, VRCFA
rect deect de
d payro

ayroll billings check 
 4 yrs); child support 
 orders; deduction 
co, foundation 

ion forms, OPEDCP 
ised for tomorrow 
campaign 
 tickets, united way, 

posit authorization 

1998       
to 6/2009

Paper and 
Electronic     
(in HRIS)

PER1020 6 years

posit authorization 
ll checks information 

Finance & 
Administration

Hu
Res

man 
ources Payroll Admi

021   
nistration Payroll Reports

All p
pay
time
HRI

ayroll re
 register,
/benefit

S/Payroll 

ports, c
 adjustm
 report,
system

omputed pay register, 
ent register, 

 etc. reside in the 
.

01/2001    
to 6/2009

Electronically 
in 

HRIS/Payroll 
System

PER6000 5 years
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Finance & 
Administration

Hu
Res

man 
ources Payroll Admi

021   
nistration Payroll Taxes

Cop
(fed
new
and
bala

ies of qu
eral, kent
 boston, 
 ohio sch
ncing an

arterly a
ucky, o
portsm
ool dist
d relate

nd annual filed taxes 
hio, pennsylvania, 
outh, west virginia, 
ricts), year-end 
d working papers.

2003       
to 6/2009

Paper PER6000 5 years

Finance & 
Administration

Hu
Res

man 
ources Payroll Admi

021
nistration Vacation/Sick Reports Vac

accr
ation/Sick
ued by pa

 reports
yroll

 amount used and 1988 - 6/2009 electronic PER 3000 Active + 6

Finance & 
Administration

Hu
Res

man 
ources Payroll Admi

021
nistration W-2's Copies of W-2's, scanned by year 1984-2007

electronically 
in Feith 
System

LEG 5000 6 years

Finance & 
Administration

Hu
Res

man 
ources Payroll Admi

021
nistration Workers Compensation

New
filed
blac

 Employe
 alphabeti
k 4 drawe

e input w
cally by l
r filing c

orksheet verifications, 
ast name in drawer 4 of 

abinet

2005 to 
6/2009 Paper PER 3000 Active + 6

Finance & 
Administration

Hu
Res

man 
ources Payroll Admi

021
nistration Timesheets, Leave

Forms
 Tim

stud
vaca

esheets (h
ent emplo
tion leave

ours wo
yees), L
 forms).

rked for hourly and 
eave files (sick and 1985 to 

6/2009

electronically 
in Feith 
System

PER6000 5 years

Finance & 
Administration

Hu
Res

man 
ources Storage Area Admi

021
nistration Adm and Faculty J

Search Files - clos
positions

ob 
ed 

Clos
reco
bills

ed admin
rds (requi
, short lists

istrative 
sition, jo
, reques

and faculty job search 
b ads, resumes, related 
ts to hire, etc.)

01/2001 to 
6/2009

electronically 
in Feith 
System

PER 2000 3 years

Finance & 
Administration

Hu
Res

man 
ources Storage Area Admi

021
nistration 

EEO Voluntary 
Disclosure 
forms/Unsolicited 
Applications

volu
uns

ntary data
olicited ap

 forms fr
plication

om job searches and 
s

7/2003 to 
6/2009

electronically 
in Feith 
System

PER 3000 Active + 6

Finance & 
Administration

Hu
Res

man 
ources Storage Area Admi

021   
nistration I-9 Information 

(Homeland Security)
I-9 I
em

nformation
ployees

 for active and inactive 1990 to 
6/2009

electronically 
in Feith 
System

PER3020 Active + 6

Finance & 
Administration

Hu
Res

man 
ources Storage Area Admi

021   
nistration New Employee Pa

Materials
cket 

New
mat
reti
sum

 or prospe
erials incl

rement ma
maries, et

ctive em
uding be
terials, h
c.

ployee packet 
nefit summaries, 
ealth/life insurance June-09 paper PER9900 3 years

Finance &Finance  
Administrati

Hu
on

Hu
Res

manman 
ources Storage Adm Area Adm

021
inistration Personnel Filesinistration Personnel Files 

(Archived)

New
filesfiles
requ
scan

ly archive
(retirement (retirement
est to hire
ned into F

d inactiv
taxes, taxes

, resum
eith doc

e employee personnel 
address changes 1999 to Electronically , address changes, 

e, etc.) kept until 
 imaging system

1999 to 
6/2009 in Feith 

system
PER 3000 Active + 6

Finance & 
Administration

Hu
Res

man 
ources Storage Area Admi

021
nistration Personnel Files (hi

after Jan 2007)
red New

(reti
to hi

 employee
rement, ta
re, resum

s' pers
xes, add
e, etc.) 

onnel information 
ress changes, request 

date of hire to 
2 weeks after 

imaging

Electronically 
in Feith 
system

PER 3000 Active + 6

Finance & 
Administration

Hu
Res

man 
ources Storage Area Admi

021
nistration Personnel Files (hi

before Jan 2007)
red Acti

(reti
to hi

ve employ
rement, ta
re, resum

ees' per
xes, add
e, evalua

sonnel information 
ress changes, request 
tions, etc.)

date of hire to 
6/2009

Electronically 
in Feith 
system

PER 3000 Active + 6
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35

36

37

38

Finance & 
Administration

Hu
Res

man 
ources Storage Area Admi

021
nistration Position classifica

files - Inactive 
positions

tion Cla
ana
rela

ssified an
lysis/pos
ted Job d

d Uncla
ition inf
escript

ssified staff job 
ormation files, and  

ions. 

1988       
to 6/2009

Paper PER 2000 3 years

Finance & 
Administration

Hu
Res

man 
ources Storage Area Admi

021
nistration 

President Search files Presidential search records
2001       

to 2002

electronically 
in Feith 
System

PER 2000 3 years

Finance & 
Administration

Hu
Res

man 
ources Storage Area Admi

021
nistration Retirement history 

records

OPE
for O
em

RS Pers
ptional E

ployees

onal Hist
xemption

ory Record and Request 
 forms for previous date of hire to 

6/2009
paper and 
electronic PER1030 Active + 6

Finance & 
Administration

Hu
Res
urit

man 
ources/Se
y

c Storage Area Admi
021

nistration Parking Violation 
Tickets (Yr 2002 - 
June, 2009)

Sec
SSU

urity Filing
 Vehicle P

 Cabinet
arking P

 containing Violations of 
olicy

1/1/2002 - 
6/24/2009 paper ACC 1000 4 years

Finance & 
Administration

Hu
Res
urit

man 
ources/Se
y

c Storage Area Admi
021

nistration Parking Violation 
Appeals (Yr 2002 -
June, 2009)

 Sec
Tran

urity Filing
sportation

 Cabinet
 Appeal

 containing Parking & 
s & Resolutions

1/1/2002 - 
6/24/2009 paper ACC1000 4 years
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