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WASHINGTON STATE RECORDS COMMITTEE

RECORDS INVENTORY, DISPOSITION AUTHORIZATION & TRANSFER SCHEDULE
REFERENCE: RCW 40.14
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1. AGENCY TITLE 2. OFFICE OF RECORD 3. RECORDS COORDINATOR OR SCAN PHONE NO. 4. SIGNATURE | 5. DATE OF
CUSTODIAN (TYPED) o JEMIETAL
THE EVERGREEN STATE COLLEGE MATIL SERVICES Eddie Batacan SeL—gTs %ﬁ/z o5 ‘*/fj)é/.c /2 |27 |75
6 |7. — B ' — g, 10, _ 11. 12. E TS Tie. =
NO. RECORD SERIES TITLE FUNCTION./PURPOSE QFER |- "INCLUSIVE DATES LOCATION OF | VOLUME OF | CUT-OFF RETENTION PERIODS ”;aﬁggﬂ" REMARKS
OFM FROM T0 OTHER COPIES RECORDS OFFICE |RCDS. CTRJ TOTAL NUMBER
ak Postage meter Account Record of Postage used and OFM | 1970 |present 1/2 in. FY 3 yr. 0 3 yr. GS-13
file. available for useage.
2.| Postage Dues Account Maintained for Accounting of |OFM | 1970 |preseng Post Officq 1/2 in.| FY ;yr. 0 ;yr. 75-9-14335
file.* postage due and reflects bal-
ance in account, 3
3.] Bulk mail Accounting Maintained for accounting of |OFM | 1970 |Present Post 0fficq 1/2 in.| FY & yr.| 0 A yr. [15-9-14336
file.* bulk mailings and reflects
balance in account.
4, Inter-Budgetary forms Record of funds transfered OFM | 1970 |presen{ General 2 in, FY 2 yr. 0 2 yr. [75-9-14337
Copy 3 ESC0O1-013 RO from budgetary units for Accounting?
services rendered,
5.| General Correspondence® | Record of correspondence of OFM | 1970 | present Various 6 in. FY 2 yrs{ O 2 yrs.| GS-9
general information, memo- Offices
randums, letters, procedures
and directives. Used for re-
ference purposes,
3 > 5
6.| Receipts of Delivery Provides proof of delivery of |OFM | 1970 | present 12 in. FY 2yrs| 0 2 yrs. GS$-13
of accountable mail, accountable mail
7.| Change of Address Cards. | Notification by patron of OFM | 1970 | present 12 in. FY 1 yr. 0 1 yr. GS5-13
change of address., Used to for-
ward mail.
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