WASHINGTON STATE RECORDS COMMITTEE
RECORDS INVENTORY, DISPOSITION AUTHORIZATION & TRANSFER SCHEDULE
REFEMENCE: RCW 40,14

T ALENCY TITLE 1. OFFICE OF RECORD FEWmMM CA CUSTODIAN (TYPLD)LPRONE | &, 51GRATURL 5, DATE OF SUBHITTAL
PALE oF FAGES
THE EVERGREEN STATE COLLEGH Housing OfFfice Ken Jacob B866-6132 -. _!!M 1 2
P 9. PR | 0. GMCLUSIVE BATES [10. LocaTiom oF = 15, RETENTION PERIDDS BE. DOSPOSITION 1. NEskis
. 7. RECOMDS SERIES TITLE B. FUWCTioM/PURPOSE or DFR T = OTHER COFIES | OF RECORDS |C s AEDS ETR TOTAL | ATHORITY munbER .
A g -
l.| Inter-Budgetary Transfer [Required to record transfer |OFM 1971 | Present] Gen Acctp¥l 1 cu fel FY |2 ¥r&. 0 2 yra. |T7-1-180%4
Forms Copy 2 of funds for seniors and
equipment charges.
2.| Peraonnel Action Forms |Used for position contral for|OFM 187 Fresent] Payroll# 3 in. TOE |1 wyr. 1] 1 yr. T7=1-18057
ESCO1-208R1 Copy 2 hirings, terminations and Personnel
promotions. Budget Off.
3. Plant Operations EstimatdUsed for ordering maintenance |0FM 1971 | Present] Plant Oper# & in, FY |2 yrs. a 2 yrs. |77-1-18B058
and job order requaest mork on housing. ations
ESC04-004 Copy 2 ben. Acctp.
4.|Printing Request Form To request printing work and [OFM 1572 | Present| Printing 1 in, FYf [ vr. ] 1 yr. "ﬁ'?-l—lﬂﬂlS‘j
racord printing changes Services®
3.fGeneral Correspondence [To maintain record of co rre- |OFM 1972 | Present 9 eu,fef FY (2 yrs. 0 2 yra. G5-%
File prondence received and sent
from Housing office, Included
history of housing operations ]
[ncludes Correspondence to &
from atudents.
b.|Transaction Ledger eed to record monies deposit40FM 1973 |Present|dcces Rec.d 1 cu.ft| FY | YIS, 0 2 yra, [[T=1-18B0&0
Computer Print-out Copy Pd by students for housing
2 Fental, charges for cleaning,
lamape. Refunds and debrs
i students.
7 |Food Service Transaction |lsed to record past due Accts OFM 1972 |Present|Gen Acctg.q 1 cu,ft]| FY |2 yrs, ] 2 yrs. [7-1-18088
¥
Ledger, Computer Print— |[eceivable.
out 63. Copy 2
D1SAFPROVED
17, ALDMCY WECODADS OFFICER (TYPEB) 5l ACTION BY THE STATE HECORDS COMMITTEE [] weeanvie Dvﬂwmﬁ,‘m*m E e
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CARSY (HEPLACLS GRA-H AWD LAA-IS WHILH 1 BE WSED)




WASHINGTON STATE RECORDS COMMITTEE
RECORDS INVENTORY , DISPOSITION AUTHORIZATION & TRANSFER SCHEDULE
BEFEREMNCE: ACW 40,14

1. AGEMCT TITLE JJ. GFFICE OF RLCORD JF. RECOAES COURDIMATOR OR CUSTODIAN (TYPEDTEPRoRL |§. 31GMATUR 5. DATE OF SUBRITIAL
THE EVERGREEN STATE COLLEGH Housing Office Ken Jacob 866-6132 =] ;"ﬁ"’ﬂ.ﬂ/; f PAEE o oF 3 PAGES
b . oFn | 0. IHCLUSIVE BATES fi1, LOCATION OF | 01, wOLUAE 1. 15, RETEWTICH MRIODS 15, DISPOSITION
i 7. RECONDS SEMIES TITLE B, FURCTiGN/FURPOSE or 0fn . = STREE CHFLES | OF RCRRDE Ll BT —— e SIRRUR T 16, RIS
8 | Housing Agreement File, [fo maintain official student | OPR ) 1971 1974 | Student 2 cu,ft,|TOL 3 yra,| & yre,| 7 yre. | 77-1-18069
Copy 1 % lease agreement of apartments

9 | Student Housing Contract [To maintain official signed OFR | 1974 Present| Student 4 cu,fr,|TOL 3 yra. | 4 yrs, | 7 wyrs. | 77-1-18070
File Copy 1% rental contract for apartmenty.

10} Check-out file. Used for a record of room OPR | 1973 Present| Student 4 cu,.ft,|FY 3yrs, | 4 yrs, | 7 yrs, | 77-1-18071
reservations,transfers,clear-
nce,and inventory records,

11| Guest Rental file Copy 1l¥lsed to check in and out guesq-OPR | 1974 Present| Guest 1 im, FY I yre,| 4 yre, | T yrs, | 77-1-18072
JIncludes Receipts and
inventories.

12| Room History File Copy 1 [Records Inventories and prop-| OFR | 1974 Present| = = = = = 2 cu.fc.|FY 2 yrs, | 5 yre, | 7 yrs, | 77-1-18074

rty damages to rooms,

13| Budget Statements. sed to control expenditures | OFM | 1971 Present| Gen, Acctg¥*l cu.fr |FY 2 yes. | O 2 yra,

T9-1-2

(Sunmary) f funds and used for budget- LELk
Computer print-out copy Jing of funds.

14| Records, Inventory,Dis= Inventory of office records OFM | 1975 Present| Archives® |1 in. LEDO 1 yr. li] 1 yr, G5=11
position Authorization nd retention schedule, Dis= :
& Transfer Schedule. position authority for all
GAA-53 Copy 2 record serles,

17, AGERCY RECORDS OFFICIR (TYPEG) 18, %M ACTION BY THE STATE RECORDS COMMITTEE [ werrovin D”"“"” Ay RREmELD [ o1 saremove
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