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Division Area Department Location Record Ser
Title

ies Record Series Description Span Dates Format Group Retention

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Administration V

2
RCFA 209 & 
10 Minutes of meetings

VR
me
cab

CFA M
etings fi
inet

eetings, d
led alph

irectors committee 
abetically in director's file 1995-present Paper ADM9900 1 year

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Administration V

2
RCFA 209 & 
10 Personnel Records

Adm
rec
dire

inistrat
ords - b
ctor's fi

ive staff
ox office
le cabine

 -  technical & student 
, filed alphabetically in 
t

1995-present Paper PER3010 5 years

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Administration V

3
RCFA 210 & 
04

Space Reservat
Forms

ion Re
the
Ro

cord of r
ater, Se
om 210

equests
lby lobb

(current) 

 for events in VRCFA, Main 
y are filed FY by month, 
Trap Room 012 (Storage)

2005-Present Paper ADM9900 1 year

Finance & 
AdministratAdministration

Vern R
For thion For th

ife Center 
e Artse Arts Administration VRCFA 209    Event Budgets &

Schedules of EvSchedules of Ev
 
ents

one
Scents Sc

 binder
heduleshedules 

 each fo
 of Eventof Event

r Event Budgets and 
s

2000 to 
Present paper FIN2000 Active + 1s Present

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Administration VRCFA 209    Committee Records

Cu
cam
eve
mi
cab

rrent & a
pus co

nt inform
nutes, sa
inet 1 (g

pst sea
mmunity

ation, m
les sum
ray)

son committee records, 
 minutes, financial records, 
arketing, association 

maries.  4 drawers in 
1995-present paper ADM9900 1 year

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Administration VRCFA 209    Event Files Cu

ma
rrent an
rketing,

d next s
 4 drawe

eason event files including 
rs in cabinet 2 2007-present paper ADM9910 3 years

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Administration VRCFA 209    Portsmouth 

Orchestra Files

adm
rec
cab

inistrat
ords, tic
inet 4

ion, eval
keting s

uations, event attendance 
ystem files.  2 drawers in 1996-2008 paper ADM9900 1 year

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Administration VRCFA 214   Ad Video Tapes vid

box
eo adve
es filed

rtisemen
 by year

t of VRCFA programs.  2 2005-present video tape ADM9900 1 year

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Administration VRCFA 214   Event Posters arc

VR
hive of 1
CFA ev

4 boxes
ents filed

 of printed posters for 
 by year

1995 to 
present paper ADM9900 1 year

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Administration VRCFA 214   Event Printed 

Materials
45 
yea

boxes o
r

f brochures and programs filed by 1995 to 
present paper ADM9900 1 year

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Administration T

0
rap Room 
12

Deposits/Custom
Data

er 13 
dat

boxes o
a filed b

f archiv
y year

ed deposits and customer 1996 to 2007 paper ACC1000 4 yaers

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Administration T

0
rap Room 
12

Event Productio
Records

n Lea
pro

se agre
duction 

ements,
files - 20

 payroll and administrative 
 boxes.  Filed by year 1996 - 2005 paper LEG2000 Active + 5

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Administration

V
3
ro

RCFA 214 & 
04 & trap 
om 012

Ticket stubs; Co
program files

ncert Tic
mo
sto

ket stub
nth; cur
rage is i

s; conc
rent are 
n room 3

ert program files; filed FY 
filed in trap room 012 and 
04.  23 boxes

2005-present Paper ADM9900 1 year
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Finance & 
Administration

Vern R
For th

ife Center 
e Arts Box Office VRCFA 104 Event Settlements

Exc
hol
Box

el sprea
ds recon
 Office

dsheet
ciliation

 within My Documents that 
 of events sold through the 8/30/08 to 

present electronic ACC3000 4 years

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Box Office VRCFA 103 Prologue Reports Dai

dai
ly Prolo
ly financ

gue repo
ial repor

rts, cash, check, receipts, 
ts.  Arranged by date.

July 2007-
2008

paper and 
electronic ACC1000 4 years

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Box Office VRCFA 105 ReportPro Reports W

ma
eekly rep
chine; fi

orts from
led withi

 ReportPro ticketing 
n My Documents in Excel

8/31/08 to 
present electronic ACC3000 4 years

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Box Office VRCFA 103 Season Subscriptions Sea

dat
son su

e receiv
bscriptio
ed.

n order forms ordered by 2007-present paper ADM1020 Active + 1

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Box Office VRCFA 103 TicketMaster Reports

Exc
tran
datdat

el sprea
saction

ee

dsheet
s and th

 documenting credit card 
e fees taken out; filed by 8/15/08 to 

present electronic ACC4000 4 yearsp

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Secretary VRCFA 210   Grants Gra

in f
nt mate

ile cabi
rials info

net
rmation filed alphabetically 1998-present Paper LEG2000 Active + 5

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Secretary VRCFA 210 Marketing brochures Ma

file
rketing i
 cabinet

nformati
.  3 draw

on, filed alphabetically in 
ers amd 5 binders 2000-present paper MIS1010

until 

superceded

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Secretary VRCFA 210 SOPAA Lis

info
t of orga
rmation

nization
; renew

 names; subscription 
als 2005-present paper ADM9900 1 year

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Secretary VRCFA 210 Usher Lists Gol

vol
den Be

unteer e
ar usher
vents us

 list; volunteer names; 
hered. 2005-present paper ADM9900 1 year

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Secretary VRCFA 210 Room Usage Track use of Room 208 conference room. 2005-present paper ADM9900 1 year

Finance & 
Administration

Vern R
For th

ife Center 
e Arts Secretary VRCFA 210 Program Ads Program ads, SOPPA records 2000-present paper ADM9900 1 year

Finance & 
AdministratAdministration

Vern R
For thion For th

ife Center 
e Artse Arts Secretary VRCFA 210 Volunteer Time 

SheetsSheets RSVP volunteer time sheets. 2006-present paper ADM9900 1 year
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