
Records Inventory
2009 Shawnee State University

A B C D E F G H I J

1

2

3

4

5

6

7

8

9

10

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

Student
Upward
Pre-Co
Progra

 Bound 
llege 
ms

Administrato
Office

r's Commons
Floor

 1st Program Activity 
information Program Activity Information; H Drive 2000 - 

06/26/2009 electronic MIS2000 Active + 1

Student
Upward
Pre-Co
Progra

 Bound 
llege 
ms

Administrato
Office

r's Commons
Floor

 1st Personnel A
t

cadem
utor dat

ic, summ
a, payrol

er & administrative files, 
l schedules; H drive 1999-2009 electronic PER2000 3 years

Student
Upward
Pre-Co
Progra

 Bound 
llege 
ms

Administrato
Office

r's Commons
Floor

 1st Publicity Items

P

l

rintsho
data, prin
newscli0
releases
ist, othe
Drive

p flier co
t shop d

pings, p
, newsle
r UB pro

pies, reprographics 
ata price list, 

hotographs, news 
tter file copies, mailing 
gram newsletters.  H 

1999 - 2009 electronic MIS2000 Active + 1

Student
Upward
Pre-Co
Progra

 Bound 
llege 
ms

Administrato
Office

r's Commons
Floor

 1st Upward Bound

S
s
s
f

tudent
cholars
chedul
orms bo

 files, stu
hips, ori

es, fact s
ok, corr

dent list, database 
entation, staff email staff 
heets, yearly activities 
espondence; H drive

1998-2009 electronic EDU1000 Indefinite

Student
Upward
Pre-Co
Progra

 Bound 
llege 
ms

Math Science Commons
Floor

 1st Program Activity 
information

P
t

rogram
racking 

 Activity
purpose

 Information, archived for 
.  Server.

Sept 1999 - 
present electronic MIS2000 Active + 1

Student
Upward
Pre-Co
Progra

 Bound 
llege 
ms

Math Science Commons
Floor

 1st Personnel
Academ
administ
enrollme

ic year a
rative file
nt histor

nd summer program 
s, archived for 

y, filed alphabetically

Sep 1999 - 
present Paper PER2000 3 years

Student
Upward
Pre-Co
Progra

 Bound 
llege 
ms

Math Science Commons
Floor

 1st Publicity Items
News cli
newslett
historical

ppings, p
er. Archi
 keeping

hotos, program 
ved for revise of ideas & 
.

1999 - present Paper/ 
electronic MIS2000 Active + 1

Student
Upward
Pre-Co
Progra

 Bound 
llege 
ms

Math Science Commons
Floor

 1st Upward Bound / M
Science

ath 
Student
activities
purposes
alphabet

 files, stu
, forms,
, studen

ically.

dent database, 
 archived for tracking 
t records arranged 1999 - present Paper/ 

electronic EDU1000 Indefinite

Student
Upward
Pre-Co
Progra

 Bound 
llege 
ms

Secretaries
Office

 

Administra
Building -
Center (Ca
by secreta
desk) & H
Resource

tion 
 Trio 

binet 
ry's 
uman 

Personnel 

A

c
f

cadem
administ
resident
onsult r
or grant

alphabet
active/in
lateral fil

ic year, sy
rative file
 advisor i
esumes
 from fed
ical orde
active ta
e drawe

ummer, and 
s including tutors and 
nformation, used to 
 / syllabi also for back-up 
eral government, filed 
r - separated by 
bs. There is 3 ft 1 1/2 
rs.

2004 - 2009 Paper / 
Electronic PER3010 5 years
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15

13

14

t Co t B f intai d i f i I n e

Student
Upward
Pre-Co
Progra

 Bound 
llege 
ms

Secretaries
Office

 

Administra
Building -
Center - (F
cabinet) U
Drive

tion 
 Trio 

ile 
IS "H" 

Program Activities

P

t

rogram
activities
he year,

Filed by 
approxim

 activity
 based o
 Back-u
month a
ately 10

 information in graphs of 
n months throughout 

p for federal government. 
nd year, there is 
 ft in lateral file drawers.

2000-2009 Paper / 
Electronic MIS2000 Active + 1

Student
Upward
Pre-Co
Progra

 Bound 
llege 
ms

Secretaries
Office

 

Administra
Building -
Center (F
Cabinets)
drive

tion 
 Trio 
ile 
 UIS "H" 

Publicity Items

P
c

f

rogram
ampus

UB prog
olders b

 fliers, n
). Progra
ram new
y catego

ews releases (on & off 
m blank applications & 
sletters. Filed in file 
ry in each area.

2000-2009 Paper / 
Electronic MIS2000 Active + 1

StudentStuden
Upward
Pre-CoPre-
Progra

 Bound 
llegellege 
ms

Secretaries
Office

 

Administra
Building -
Center (CabiCenter (Ca
/ file organ
UIS "H" Dr

tion 
 Trio 

nets Upward Boundbine s 
izers) & 
ive

Upward ound

S

s

tudent
activities
forms areorms ar
tudent f

program

 files, stu
 forms b

maintae ma
iles and
 dates in

dent databases, yearly 
ook ("H") drive. All UB 
ined in paper forms in 2000 2009 Paper / EDU1000 Indefinitene  n paper orms n 
 on "H" drive, filed by 
 file cabinets A-G.

2000-2009 p
Electronic EDU1000 ndefi it

Student
Upward
Pre-Co
Progra

 Bound 
llege 
ms

Secretaries
Office

 

Administra
Building -
Center Hu
Resource 
room/Cars

tion 
 Trio 
tch & Budget

E

i

l
c

xpendit
RFP/PO
ncluding
account
arge 3-ri
ode.  Th

ures by 
 and bac
 stipend

 for all gr
ng binde
ere are

object code/copies of all 
k-up documentation 
 sign-in sheets to 
ant expenditures kept in 
rs by year and object 

 12 binders (6 linear ft)

Sept 2000 - 
July 2009 Paper FIN2000 Active + 1
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