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1. | INDIVIDUAL CONTRACT STUDENT EVALUATIONS. OFM | Registrarf* FY 2¥rs |[0Yrs |[2Y¥rs 77-1-17967
Maintained to describe student learning expec-—
tations and students evaluation of progress.

2. | ACADEMIC PROGRAM STUDENT EVALUATIONS. Contains | OFM | Registrar* FY 2Y¥rs |0Y¥rs |2Yrs 77-1-17968
program list, learning contracts, student and
faculty evaluations. Used to evaluate student
progress.

3. | PROGRAM DESCRIPTION AND MATERIAL. Maintained OFM | Faculty®* Us 0Yrs |0Yrs |0Yrs 77-1-17969
to explain academic course work and students
assigned classroom work.

4. | GENERAL CORRESPONDENCE*. Provides general OFM | Varies FY 2Y¥rs |0Yrs |2Yrs GS-9
documentation pertaining to the operation of
the office.

5. | TRAVEL AUTHORITIES, ESC01-010, Copy 2. Main- | OFM| Controller* FY ¥r |0Y¥rs |[1¥r 77-1-17970
tained to document authorized travel for employ
ees related to college business.

6. | TRAVEL EXPENSE VOUCHER, A-20, Copy 2. To claim OFM Controll%r* FY 1§¥r O0Yts [1Yr GS 7
reimbursement for travel expense.

7. | INTERBUDGETARY TRANSFER, EXCO01-012, Copy 2. OFM | Controller* FY | 2Yrs |[0Yrs |2Yrs [77-1-17971
To record charges against services rendered.

8. | RECORDS RETENTION SCHEDULE, SSA-53B, Copy 2. OFM | Archives®*| ©LRDO | 1Yr 0Yrs |[1Yr GS-11
Provides identification and disposition of all
records found in the office.
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