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1. AGENCY TITLE 2. OFFICE OF RECORD 3. RECORDS COORDINATOR OR SCAN PHONE NO, 4. SIGNATURE S. DOATE OF
CUSTODIAN (TYPED) o SUBMITTAL
The Evergreen State College Facilities Administration Barbara Maurer 727-6120 ,m Dot accren] 1 |7 lso
3. 7. ; a, ; 4, o 10, i ,. 11, 12 [ 14, 15, 16.
NO. RECORDS SERIES TITLE FUNCTION/PURPOSE A | JNELUSIVE DATES LOCATION OF | VOLUME OF | CuT-oFF RETENTION PERIODS L REMARKS
OFM FROM TO OTHER COPIES RECORDS OFFICE |RCOS. CTR) TOTAL NUMBER
l1.| Construction File# Correspondence, invoice vouch-|0FM 1969 |present] ——— 80 cu.fc.] FY 2 yrs.|5 yrs.|7 yrs. | 75-7-12535
Copy 1 (green) ers, A-19 copy 2, warranties,
change orders, copy 2, on cam-
pus construction, inspection
reports, tests, punch lists.
2.| Shop Drawings File Shop drawings and blueprints OFM 1969 |preseny e 12 cu.ft.| FY PERM 0 yrs.|PERM 75-7-12536
of campus buildings.
3.| Chronological File* Correspondence sent from faci-|OFM 1969 |present ———— 4 cu.fr. FY 2 yrs.]10 yrs.|2 yrs. | 75-7-12537
lities office.
4 .| General Correspondence Includes correspondence and OFM | 1969 |present] —— 8 cu.fe. FY 2 yrs.|0 yrs.|2 yrs. G5 9
File* (white) memorandums received in office
budget data and correspondence
5.| Planning File (blue) Correspondence, memorandums, OFM | 1969 |present ———— 16 cu.ft.| FY 4 yrs.f0 yrs,|4 yrs. | 75-7-12538 | 4 Years & Screen
brochures, specification for
planning campus construction,
design work.
6.| Preventive Maintenance Record of all work done on camtOFM 1969 |present] e B5 cu,ft.| FY 3 yrs.|4 yrs,|7 yrs. | 75-7-12539
Schedule pus buildings, preventive maing
tenance to be done, job assignt
ments,
T7. AGENCY RECORDS OFFICER (TYPEG) | 18 8 pwafD B .
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