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

Finance & 
Administration Security Security ATC 190 AED Prescription

AED
stan
of SS
Defib

 'Prescr
ding ord

U to ut
rillator t

iption for Use" annual renewal of 
er authorizes trained employees 
ilize the Automated External 
o assist svictimes

2005 - 2008 Paper ADM3030

Active + 10 
years

Finance & 
Administration Security Security ATC 190 Campus Securi

Reports
ty Act Cler

Rep
y Act Re
orts and

port; Campus Security Act 
 Supporting Documents 2007 - 2008 Computer 

& Paper LEG5000 Active + 6 
years

Finance & 
Administration Security Security ATC 19

Web P
0 & Security 

age Crime Log

Log 
cam
in co
incid

of crimi
pus bou
mplianc
ent date

nal acts committed within SSU 
ndaries; recorded and published 
e with the Clery Act; listed by 

1/14/2007 - 
Present Electronic LEG5000 Active + 6 

years

Finance & Finance 
Administrati Securion Secu tyrity SecuritySecurity ATC 190AT  190 Incident ReportIncident Report

Reco
supportsupp
Secu

rds of in
ing docorting d

rity Act

cidents on campus, filed by date; 
umentation for Campus 2003 - Computer ADM4000 3 yearsocumentation or Campus 

 Reporting

2003  
Present

Computer
& Paper ADM4000  years

Finance & 
Administration Security Security ATC 190 Lost & Found an

Property Dispos
d Impoun
ition

d Log 
reco

for Lost
rd of im

 & Found items and tracking 
pound property disposition

11/06/2008 - 
Present Paper ADM9900 1 year

Finance & 
Administration Security Security ATC 190 Monthly Securi

Checklist
ty 

Duties Checklist
2006 - 
Present

Paper ADM9900 1 year

Finance & 
Administration Human Resources Security Admin 

Storage
021 - 
 Area Parking Tickets

Tick
Veh
num

ets issu
icle Park
ber

ed for violations of SSU 
ing Policy, filed by ticket 2002-Present Paper ACC1000 4 years

Finance & 
Administration Human Resources Security Admin 

Storage
021 - 
 Area Parking Violation Appeals Park

Reso
ing & T
lutions

ransportation Appeals & 2002-Present Paper ADM9900 1 year

Finance & 
Administration Human Resources Security Admin 

Storage
021 - 
 Area Shift Logs Daily

calls
 log of e
; include

ach Security Officer's service 
s all shifts

2003 - 
Present Paper ADM4000 3 years
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