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

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Director VRCFA 131 Facts & Figures

Fact
enro
reso
loca
desk

s & Figu
llment- 
urces &
ted to th

res rega
degrees
 alumni 
e right o

rding SSU - profile 
 - employees - finances - 
- 1 booklet file folder 
f the computer on the 

1999-present electronic ADM1020 Active + 1

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Director VRCFA 131 Non-Persisted Report

1 file
desk
relat
from
assi
serv

 folder t
. To pre
ing to a 
 1994-1
st SSU i
ices

o the lef
sent dat
survey o
995 to a
n reduci

t of the computer on the 
a, analysis, & conclusions 
f non-persisting students 
scertain factors that might 
ng attrition and improving 

1994-1995 Paper EDU3000 Indefinite

StudentStudent
Institutio
ResearchResearc
Assessm

nal 
&h & 

ent
DirectorDirector VRCFAVRCFA 1131 P Card Purchases31 P-Card Purchases OneOne folder doc folder d umentocumen ing p card purchases 2007 present paper ACC1000 4 yearsting p-card purchases 2007-present pape ACC1000 4 years

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 Academic Profile score 
diskettes

Orig
on t
box

inal disk
he Acad
 on book

s from E
emic Pr
shelf

TS containing score data 
ofile, filed chronological in 12-1995 to 6-

2001 Disk -3.5 EDU1000 Active + 6

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 AIR (Association of 
Institutional Research

New
of In

sletters,
stitution

 informa
al Resea

tion regarding the practice 
rch

1998 - 2001 
(ongoing) Paper ADM9900 1 year

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 Assessment/Academic 
Profile

Mate
Aca
Aca
in de

rials rel
demic P
demic P
sk file c

ated to A
rofile; Re
rofile, fil
abinet

ssessment and 
port provided on 

ed chronological by date 1998 - 2001 Paper EDU1000 Active + 6

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 Athletic Aid Reports
File
upda
(gra

 cabinet
te data

duation 

 - athletic
base tab
rate surv

 aid reports used to 
les for IPEDS GRS 
ey), filed chronological

July 1996 - 
2001 Paper EDU3000 Indefinite

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 Back-UP Databases (IR)

6-2G
back
rese
chro

B JAZ 
-ups of
arch pu
nologica

Disks us
 databas
rposes, f
l by dat

ed for making periodical 
es used for institutional 
iled in Credenza 
e of back-up

1999 - 2001 Electronic - 
JAZ Disks EDU3000 Indefinite

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 318 Back-UP Databases (IR)
160G
peri
insti

B Exte
odical ba
tutional

rnal Driv
ck-ups

 research

e used for making 
 of databases used for 

 purposes
1999-2009

160GB 
External 
Maxtor 
Drive

EDU3001 Indefinite

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 Economic Performance
Report

 
Mate
Rep
facu
filed

rials fo
orts; Bu
lty data;
 chronol

r compili
dgeted e
 copies 
ogical in

ng "EPR" Actual Expense 
xpenses; enrollment data; 

of old and new reports; 
 windowsill/computer

1995 - 2001 Paper/ 
Electronic EDU3000 Indefinite
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Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 Enrollment Projections  Rep
filed

orts on p
 alphabe

rojectin
tically in

g enrollments at SSU,  
 file cabinet/computer 1999 - 2001 Paper/ 

Electronic ADM1020 Indefinite

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 Enrollment Reports Enro
basi

llment r
s, filed c

eports g
hronolo

enerated on a quarterly 
gical in file cabinet 8/1998 - 2001 Paper EDU3000 Indefinite

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 External Surveys

Exte
Wint
AAV
Retr
Baro
Cha
Doo
arra
by dby dat

rnal Su
ergreen
P; IPED
ieval, AA
n's; Chr

mber of
rs; BMI;
nged al
ate.e.

rveys - P
-Orchard
S; NCE
ES-eng

onicle G
 Comme
 Falcon 
phabetic

eterson's; U.S. News; 
house, ACT; CUPA; 

S; Key facts, Market Data 
ineering Workforce; 
uidance; Cincinnati 
rce; College Board; Open 
TFS; National Beta Club, 
al by Title/ Chronological 

1988 - 2001 
(Ongoing) Paper EDU3000 Indefinite

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 Fact Book

File
fact
publ
book
alph

 cabinet:
 book; pa
ished fa
 section

a by sec

 Material
per cop

ct book.
s.  Filed
tion.

s for compiling annual 
y of original; copy of 
  Computer: Files for fact 
 chronological by date; 

1998 - 2001 
(ongoing)

Paper / 
Electronic EDU3000 Indefinite

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 HERI HERI Report/Survey, filed in file cabinet 1995 Paper EDU3000 Indefinite

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 High School Reports
Rep
from
in fil

orts rela
 surroun
e cabine

ted to st
ding ni
t

udents attending SSU 
gh schools, chronological 1996 - 2001 Paper EDU3000 Indefinite

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 Internal Reports
Rep
Com
depa

orts writ
puter fil
rtment/

ten for A
es are s
office.  C

dHoc in-house requests.  
tored in folders by 
hronological by date

1995 - Sept. 
2001 

(Ongoing)

Paper/ 
Electronic EDU3000 Indefinite

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 OBR - Faculty

Files
Facu
Rep
Wo

 and rep
lty sala

orts; Fac
rkload. F

orts reg
ries; Fac
ulty Se

iled alph

arding faculty for OBR: 
ulty improvement 

rvice Reports; Faculty 
abetically in file cabinet

1996-1999 Paper EDU3000 Indefinite

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 OBR - HEI

File
relat
anal
calc

 cabinet
ed to HE
ysis, res
ulation

 - File co
I: succe
tricted q

ntaining information 
ss challenge, resource 
ueries, subsidy 1995 - 2001 Paper EDU3000 Indefinite

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 OBR - Subsidy File
alph

 cabinet
abetical

 - OBR subsidy reports, filed 1992-1999 Paper EDU3000 Indefinite

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317
Ohio Association for 
Institutional Research &
Planning (OAIRP)

 Info
chro

rmationa
nologica

l materi
lly in file

als regarding OAIRP, filed 
 cabinet 1998 - 2001 Paper EDU3000 Indefinite
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24

25

26

27

28

29

30

31
32
31

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 Postsecondary 
Opportunities Reports

Blac
post
chro

k Noteb
seconda
nologica

ook: Re
ry educ
l order b

ports on studies of 
ation filed on bookshelf in 
y date

1997-2001 
(ongoing) Paper EDU3000 Indefinite

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 Research Databases

Dat
data
Aca
Filed
com

abases u
 for inst
demic P
 by stud
puter file

sed for 
itutional
rofile Da
ent ID#,
s.

maintaining and compiling 
 & reporting purposes: 
tabase; Regdat Database. 
 Academic Term in 

1975 - 2001 
(ongoing) Electronic  EDU3000 Indefinite

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 Retention Studies
A va
SSU
cabi

riety of
, filed al
net

 reports o
phabetic

n the study of retention at 
ally by report in file 9/1995 to 

4/1999 Paper EDU3000 Indefinite

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 SPSS Information SPS
broc

S Inform
hures, f

ation up
iled chro

date codes informational 
nological 1998 - 2001 Paper EDU3000 Indefinite

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 Strategic Planning

Doc
com
corre
file c

uments
mittee; m
sponde
abinet c

 related t
aster p

nce with
hronolo

o strategic planning 
lan; planning documents; 
 committee.  Filed in desk 

gical by date

1999 - 2000 Paper ADM1020 Active + 1

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Researc
Analyst

h VRCFA 317 Transfer out Report

List
num
insti
chro

 of stude
ber of s
tution th
nologica

nts trans
tudents 
ey are tr
l in file c

ferring from SSU: the 
and students and which 
ansferring to.  Filed 
abinet

1997 - 
Present Paper EDU3000 Indefinite

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Secretary VRCFA 131 P-Card Purchases P-ca
desk

rd recei
 drawer

pts and statements; one binder in 2008-present paper ACC1000 4 years

Student
Institutio
Researc
Assessm

nal 
h & 
ent

Secretary VRCFA 131 Records Inventory

Mas
from
com
doc
cabi

ter lists
 around
pleted fo

ument d
net, one

 of Reco
 campus
r tracki

estructio
 linear f

rds Inventory submitted 
, including forms 

ng documents and 
n.  2nd drawer file 

oot and on server - 12MB.

2007-present paper and 
electronic ADM3020 Indefinite

Student
Institutio
Researc
AssessmAssessm

nal 
h & 
entent

Secretary VRCFA 132 Voluntary System of 
Accountability

Draf
VSA
4.4M4.4M

ts and b
 online.
B.B.

ackup m
  6" in file

aterials to complete the 
 cabinet and on server 2008-present paper and 

electronic ADM9910 3 years
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