APPENDIX A: DEPARTMENTAL SCHEDULE TEMPLATE

RECORDS MANAGEMENT SCHEDULE FOR  	

	[image: ]Records Manager:
Effective Date:                    Reviewed/Updated Date:   
[bookmark: _GoBack]Date of Next Review:          


The records of the	will be managed pursuant to the following schedule.

	Category of
Record
	[bookmark: Description_and_][bookmark: Subcategories_]Description and
Subcategories
	[bookmark: Location_of]Location of
Records
	[bookmark: Retention_and_Disposition_Instructions]Retention and
Disposition Instructions

	Administrative Records
	Records concerning the administration of the department. Files include correspondence, departmental minutes, five-year plans, departmental policy statements, departmental programs and publications, newsletters, and student awards.
	Record include paper files stored in ZON 208 and the unnumbered storage room next to 206 and electronic files stored on department computers under  	
	Retain for 3 years after school year in which created.

Transfer to University Archives for appraisal before final disposition.
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