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THE EVERGREEN STM?E CDLLEGE Printing Services Deborah Fetterly B66-6203
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Ho. RECORD SERIES TITLE FUNCTION/PURPOSE L = LoeATion OF | VOLUME OF | CUT-0FF e AUTHORITY
1. | The Evergreen State To request printing and used OFM | 1971 |present| Budgetary 6 ft. FY 2 yrs, O 2 yrs.| 79-1-21815
College Printing Request [to reference charges and jobs Unit
Copy 3% completed.
2. | Purchase Requisitions Maintained for reference of OFM | 1971 |present| Purchasing*| 1 ft, FY 1 yr. 0 1 yr. 79-1-21816
ESCO1-008RI CoPy Z material purchased.
3. | Interbudgetary Transfer |To show what was charged to OFM | 1971 |present| Gen Acctg* | 4 in, FY 2 yrs. 0 2 yrs.| 79-1-21817
ESCOI-019-RO Copy 2 users for services
4. | Daily Tally Sheets Used to show a record of in- |[OFM | 1971 [present 1 ft. FY 2 yrs.| O 2 yrs.| 79-1-21818
coming printing jobs.
5. | Gash—Regioter—Reports Maintained to show the daily |OFM | 1971 |present 3 in. FY 2 yrs. 0 2 yrs.| 79-1-21819
balancing out of cash,
6. | General Correspondence Correspondence of general in- [OFM | 1970 |present 4 in, FY 2 yrs.| O 2 yrs., | GS-9
formatlion from various offices |
on campus, used for reference.
7. | Records Inventory, Dis- |Inventory of office records OFM | 1974 |present 1 in. LRDO |1 yr. 0 1yr. |gs-11
position Authorization & and retention schedule, and
Transfer Schedule. disposition authority for all
GAA-53 Copy 2 records series. -
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