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Student Stud
Acti

ent 
vities

Housing & 
Resident Life

University
Room 100

 Center Auxiliary Contracts
Info
ven
of o

rmation
ding co
riginals

 in file f
ntracts f
 are in b

olders, food service and 
iled alphabetically (Copies 
usiness office)

1983 -  
present Paper LEG2000 Active + 5

Student Stud
Acti

ent 
vities

Housing & 
Resident Life

University
Room 105

 Center Current Housing 
Residents

To
livi
con
req
alp
file

 maintai
ng on ca
taining 
uest an
habetic
 cabinet

n inform
mpus, o
applicat
d rroom
ally by la
.

ation on current students 
ne file per student 

ion for housing, meal plan 
 inventory forms, filed 
st name in housing office 

current year Paper EDU1000 Indefinite

Student Stud
ActiActi

ent 
vitiesvities

Housing & 
Resident Lif Life

University
Room 105e Room 105

 Center Previous Housing 
Residents/Disciplina
RecordsRecord

ry 
On
for
formfor

e record
 housing

s andms and 

 per stu
, meal p
any corresany corres

dent containing application 
lan request, room inventory 

pondence concerning
1999 - present electronic EDU1000 Indefinite

pondence concerning 

Student Stud
Acti

ent 
vities

Student 
Activities Sect'y

University
Game Roo

 Center 
m

Game Room 
Usage/Inventory

Co
gam
and

ntains in
eroom

 movies

formati
, check-
 to track

on on students using the 
in/check out of equipment 
 usage

Sept. 1998-
June, 2009 Electronic ADM9900 1 year

Student Stud
Acti

ent 
vities

Student 
Activities Sect'y

University
Room 100

 Center Greek Life
To
con
ros

 track G
taining 
ters.

reek Inv
Greek G

olvement, file folders 
PA information and Present Paper EDU1000 Indefinite

Student Stud
Acti

ent 
vities

Student 
Activities Sect'y

University
Room 100

 Center Room Reservation 
Forms

Tra
eve
req
ch

ck usag
nts, are
uired do

ronologic

e of bui
 kept in
cument
al.

lding and scheduling of 
 file folders with other 
s (insurance, set-up)  filed 1997-Present Paper ADM9900 1 year

Student Stud
Acti

ent 
vities

Student 
Activities Sect'y

University
Room 100

 Center Space Reservations Tra
spa

ck usag
ce, sch

e and re
edules c

servations of campus 
ampus space for activities

July 1999 - 
Present

Resource 
25 ADM9900 1 year

Student Stud
Acti

ent 
vities

Student 
Activities Sect'y

University
Room 100

 Center Student Organizations

On
con
fun
oth
info
alp
d kdes

e folder
stitution
ding ap
er fact s
rmation

habetic
dk drawe

 per stud
, by-law

plication
heets. M
 for rec

ally by o
r

ent organization containing 
s, recognition forms, 
, membership roster and 
aintain required 

ognized organizations filed 
rganization, in bottom front 

2008-Present  Paper 
Electronic ADM9910 3 years
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ent 
vities

Student 
Activities Sect'y

University
Room 100

 Center Welcome Center D
Receipts

aily 
Ac
the
sal
dra

counting
 Welcom
es are f
wer

 purpos
e Cent

iled chro

es, daily receipt tapes from 
er cash register, detailing 
nological in desk 1, bottom 

Sept. 1996- 
June 2009 Paper ACC1000 4 years
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