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Division Area Department Location Record Ser
Title

ies Record Series Description Span Dates Format Group Retention

Finance & 
Administration

Purc
Mail

hasing & 
 Services Purchasing Ofc Admin Building Purchase Orders

Cop
fisc
(08/
07/
ADM

y of all
al year,
09) in A

08 scann
 storer

 purchas
 filed alph
DM103 
ed in Fe

oom.

e orders processed each 
abetically.  Current year 

file cabinet, 03/04 and 
ith, 04/05 - 07/08 boxed in 

03/04 - 
Present

Paper and 
Electronic ACC 1000 5 years

Finance & 
Administration

Purc
Mail

hasing & 
 Services Purchasing Ofc Admin Building PCard 

Documentation

Doc
by s
filed
ADM

umenta
taff mem
 by mon
103 

tion of P
bers in

thly billi

Card expenditures made 
 the Purchasing Dept., 
ng cycle, in binders in 

May 2005 - 
present Paper ACC1000 5 years

Finance & 
AdministratAdministration

Purc
Mailion Mail

hasing & 
Services Services PurchasinPurchasingg Ofc Adm Ofc Admin Building PCard Addendu

Formsin Building Forms
m 

PCa
incr
FileFil
sca

rd adde
ease gra
d by dat y da
nned int

ndum fo
nted to

e in ADMe n AD
o Feith

rms for every temporary 
 a university PCard holder. 

103 in binders and
May 2005 - 

Present
Paper and 
Electronic ACC1000 5 yearsM103 n binders an  resen Elec ron ACC1000 5 years

Finance & 
Administration

Purc
Mail

hasing & 
 Services Purchasing Ofc Admin Building

MSDS Sheets 
(Material Safety
Data Sheet)

 Info
dep

rmation
artment

 on chem
s, filed in

icals used by different 
 ADM103 file cabinet 1991 - present Paper ADM 3030 5 years

Finance & 
Administration

Purc
Mail

hasing & 
 Services Purchasing Ofc Admin Building University Bids

Bids
diff
sup
in A
stor

 issued
erent Un
plies, se
DM103 
eroom t

 by the p
iversity 
curity se
file cabi
o be sc

urchasing department for 
projects, such as custodial 
rvice, etc. 2007 - present 

net, 1996 - 2006 in ADM 
anned into Feith

1996 - 
Present Paper FIN 8000 5 years

Finance & 
Administration

Purc
Mail

hasing & 
 Services Purchasing Ofc Admin Building State Reports (M

EDGE, IUC, ST
BE, 

S)
List
STS

 expendi
 compa

tures to
nies, fil

 MBE, EDGE, IUC and 
ed in ADM 103 file cabinet 2003 - present Paper LEG 5000 5 years

Finance & 
Administration

Purc
Mail

hasing & 
 Services Purchasing Ofc Admin Building

PCard Applicati
& Cardholder 
Agreements

ons Car
for e
ADM
in F

dholder 
very PC
103 in 

eith

agreem
ard hol

locked f

ent and PCard application 
der. Filed alphabetically in 
iling cabinet and scanned 

May 2005 - 
Present

Paper and 
Electronic LEG2000 5 years

Finance & 
Administration

Purc
Mail

hasing & 
 Services Purchasing Ofc Admin Building Insurance 

Certificates

Insu
requ
the 
file

rance c
ired to

Univers
 cabinet

ertificat
 provide 
ity. Filedy p

es for vendors who are 
evidence of insurance to 
 alphabetically in ADM103 

Feb 2005 - 
Present Paper LEG3000 5 yearsy

Finance & 
Administration

Purc
Mail

hasing & 
 Services Mail Services Service Building Bulk Mail

Cop
200
file
on c

ies of b
8 filed in

 cabinet
ompute

ulk maili
 box in

 in Mailro
r

ngs filed by year.  2004-
 storeroom, present year in 
om office, all years filed 2004-Present Paper  and 

Electronic ACC 1000 5 years

Finance & 
Administration

Purc
Mail

hasing & 
 Services Mail Services Service Building Econo-Mail

Rep
mai
prod

ort of pr
l. Filed i
uced af

esort m
n box in
ter 2007

ail processed by Econ-o-
 storeroom.  No records 2003-2007 Paper ACC 1000 5 years
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Finance & 
Administration

Purc
Mail

hasing & 
 Services Mail Services Service Building End of year reports

Yea
Offi
in b
cabi

rly bala
ce & Ma
ox in st
net in M

nce of p
il Machi

oreroom,
ailroom

ostage accounts at Post 
ne by year. 2005-2008 filed 
 present year in file 
 office

2005 - 
Present Paper ACC 1000 5 years

Finance & 
Administration

Purc
Mail

hasing & 
 Services Mail Services Service Building Inter-Departmen

Charges
tal Mon

200
yea

thly dep
5-2008 
r in file c

artment
filed in b
abinet i

al mail fees filed by year.  
ox in storeroom, present 
n Mailroom office

2005 - 
Present Paper ACC 1000 5 years

Finance & 
Administration

Purc
Mail

hasing & 
 Services Mail Services Service Building Mail Record

Acc
pos
dail

ut-Rac M
tage acc
y. Filed i

ail Man
ounts a
n Mailro

agement daily record of 
nd postage fees arranged 
om office computer

4/1999-
Present Electronic ACC 1000 5 years

Finance & 
AdministratAdministration

Purc
Mailion Mai

hasing & 
Servicesl Ser ices Mail Services Service Building Postage Receipg pts

Rec
Ref
boxbox
in M

eipts fo
unds - s
in storeroom in storeroom
ailroom

r accoun
poiled p

pres, pres
 office

t deposits at Post Office - 
ostage. 2005-2007 filed in 

ent year in file cabinet
2005 - 

Present Paper ACC 1000 5 yearsent year in file cabinet Present p y

Finance & 
Administration

Purc
Mail

hasing & 
 Services Mail Services Service Building Phone Information

Pho
mai
cabi

ne quic
l messa
net in M

k referen
ges: 199
ailroom

ce: 1989-present, voice 
8-present.  Filed in file 
 office.

1989-Present Paper MIS 1000 1 year

Finance & 
Administration

Purc
Mail

hasing & 
 Services Mail Services Service Building

Delivery Receip
Student Signat
Sheets

ts/
ure 

Rec
sign
200
offic

eipts fo
ed by S
3-prese
e

r deliver
SU staff
nt; filed 

y of mail and packages, 
 members and students, 
by month in Receiving 2003 - present Paper ACC 1000 5 years

Finance & 
Administration

Purc
Mail

hasing & 
 Services Storeroom Service Building Monthly Reports Sto

repo
reroom 
rts. Fil

reports,
ed in stor

 business reply, UPS 
eroom file cabinet

2006 - 
Present Paper ACC1000 5 years

Finance & 
Administration

Purc
Mail

hasing & 
 Services Storeroom Service Building Speed Call Numbers

List
num
Mai

 of Univ
bers, fi

lroom of

ersity an
led num
fice and

d president's speed dial 
erically in file cabinet in 
 on computer

1989-Present Paper/ 
Computer MIS 1010 until 

superceded
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