
Records Inventory
2009 Shawnee State University

A B C D E F G H I J

1

2

3

4

5

6

7

8

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

Executive President
P
E
S

resident - 
xecutive 
ecretary

Administra
floor, room
work room

tion 1st 
 #179, Policies & Procedures

Policies
related c
binder fil
policy nu

 & Proced
orrespon
ed in wo
mber, c

ures Manual and 
dence in Blue 3-ring 

rkroom,  numerical by 
abinet #11.

1980-Present Paper ADM3000 Active + 10

Executive President
P
E
S

resident - 
xecutive 
ecretary

Administra
floor, room
work room

tion 1st 
 #179, Policies & Proc

Accreditation
edures - A

c
ccredita
orrespo

tion rec
ndence,

ords, reports and 
 workroom cabinet #3. 1975-Present Paper ADM3000 Active + 10

Executive President
P
E
SS

resident - 
xecutive 
ecretaryecretary

Administra
floor, room
work room

tion 1st 
 #179, President's Activities

m
Correspo

emoran
activities
by subjey j
hallway c

ndence,
dums, e

 of the P
ct, revers,
abinet #

 reports, 
tc., documenting 
resident's Office, filed 
e chronological in , 

1987-Present Paper ADM9910 3 years
g ,

11

Executive President
P
E
S

resident - 
xecutive 
ecretary

Administra
floor, room
work room

tion 1st 
 #179, University Gove

Files
rnance 

c
c

Universit
and corre
hronolo
abinet #

y Senat
sponde

gical, su
4.

e records, committees 
nce, filed reverse 
bject in workroom  1992-Present Paper ADM9910 3 years

Executive President
P
E
S

resident - 
xecutive 
ecretary

Administra
floor, room
work room

tion 1st 
 #179, BOT materials

B
c

f

i
P

OT min
orrespo

proof cab
iled reve

and work
7.  Minut
ndexed 
residen

utes, co
ndence;
inet in n
rse chro
room in
es are al
on Feith
'ts Cabi

mmittee reports, and 
 minutes are in fire-
otebooks/binders, 
nological in hallway 

 cabinets # 11,2,3, & 
so scanned and 

 server under 
net, BOT minutes.

1969-Present paper and 
electronic ADM3000 Indefinite

Executive President
P
E
S

resident - 
xecutive 
ecretary

Administra
floor, room
work room
#5

tion 1st 
 #179, 
, cabinet 

Ohio Public Re
Request

cords 

V

A

c

arious i
releasabl

ct. In fil
name of
reated.

nformati
e under
e folders
 requesto

on requested that is 
 Ohio Public Records 
, filed alphabetical by 
r. Records are still 

1999 - 
Present Paper ADM3000 Active + 10

Executive President
P
E
S

resident - 
xecutive 
ecretary

Administra
floor, room
work room
#5

tion 1st 
 #179, 
, cabinet Purchase Card (Pcard)

M

a

Monthlonthly 
receipts,
each mo
reverse c
re still c

pa mentpayment
 filed in i
nth. Use
hronolo
reated.

net statements ordernet statements, order 
ndividual folders for 
d for Audits. Filed in 
gical order. Records 

2005 - 
Present Paper ACC1000 4 years
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b k t ed i

Executive President St
C

rategic 
ollaborations ATC323 Academic Supp

Team
ort 

M

I

f

inutes
emails, o
tems/Ar

Docume
iled by d

 of meeti
n compu
chive Fo
nts and i
ate

ngs and pertinent 
ter in Mail 

lders and My 
n desk file drawer, 

5/20-09 to 
present

electronic 
and paper ADM9910 3 years

Executive President St
C

rategic 
ollaborations ATC323 Collaborations

Grande
 with Rio c

f

email co
ompute
iled by d

ncerning
r/Mail Ite
ate

 collaborations in 
ms/Archive Folders, 2/27/09 to 

present electronic ADM9911 3 years

Executive President St
C

rategic 
ollaborations ATC323 Articulation 

Agreements

W
A
I

hite pa
greem

tems/Ar
and desk

per on A
ents in co
chive Fo
 file draw

rticulation 
mputer/Mail 
lders, My Documents 
er, filed by date

6/9/09 to 
present

electronic 
and paper ADM9912 3 years

Executive President St
C

rategic 
ollaborations ATC323 Collaborations

Database Infor

S

 and 
mation c

trategic
back upac -up 
ompute

databas
and file d

 collabo
emailsemails, e
r/Mail Ite

e in Acce
rawer in

rations database and 
etc filed inc. fil  n 
ms/Archive Folders, 
ss in My Documents 
 desk

2/2/09 to 
present

electronic 
and paper ADM9913 3 years
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