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(A) Policy statement 

 
The College of Nursing provides safe and secure storage for personnel files. 

 
(B) Purpose of policy   
 

To provide guidelines for storage of faculty academic records. 
 
(C) Procedure 
 

(1) Current faculty records are kept in the Office of the Dean of the College of 
Nursing.  Documents include: 

  Correspondence 
  Curriculum vitae 
  Evaluations  

Letters of application 
  References      
  Transcripts      
 

(2) Non current faculty records are maintained in archives and are accessed as 
 needed. 



3364-82-213 Faculty record retention plan  2 

  

Approved by: 
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