
Department: 

Department Contact: 

Contents: 

Record Type: 

       Controller’s Office 
       Budget Office 
       Property 
       Human Resource Services
       Student Records 
       State Board of Education   

Record Dates: From:         To: 

Retention Period: Year(s) to retain: 

Disposal Date: 

Jeannette Carté
Instructions: 
-Print two copies and place on the short and long end of the box.
-When it is time for disposal, a disposal approval form must be completed prior to removing archived documents.
-This form should be completed electronically.
-Access to the vault for archive boxes needs to be approved by Risk Management.
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