Index - Matrix & Individual Records Series

1099 Forms 32

Academic Action Notifications 4-EDU1010, 15

Academic Grievance Files 27

Academic/Non-Academic Personnel Inventory - Contract Staff 7
Academic Records 4-EDU1000, 15

Academic Scholarship, Ohio, Rosters 20

Acceptance Letters - Non-Matriculants 15

Access to Records (FERPA) 5-EDU1030

Accident Reports 27

Accidents, Employee 15-PER4020

Account Files, Student 4

Accounting Management Information 1-ACC3000

Accounting Billing Letters, Student Aid 5

Accounts, Chart of 2

Accounts Payable 1-ACC1000, 1

Accounts Payable Vouchers 1

Accounts Payable Ledgers 1

Accounts Payable Invoices 1

Accounts Receivable 1-ACC1000, 1

Accreditation Files 7

Activity Reports/Service Reports - Faculty 40

Add/Drop - See Change of Course Schedule 16

Administration, General 3-ADM9900

Administration Subject Files 3-ADM9910

Admission or Readmission Applications - Matriculants 4-EDU1010, 15
Admission or Readmission Applications - Non-Matriculants 5-EDU1100, 16
Admissions Correspondence - Matriculants 4-EDU1010, 15
Admissions Correspondence - Non-Matriculants 5-EDU1100, 15
Advanced Placement Records - Matriculants 4-EDU1010, 15
Advanced Placement Records - Non-Matriculants 5-EDU1100, 15
Advertising 12-MAR1000, 33

Advertising, Job 14-PER2000

Advisor, Residence Hall, Files 39

Advisors, Unselected Residence Hall 40

Affirmative Action Plan Files 27

44

Affirmative Action Position Applicant Files 27
Agency Orders 11-LEG5030

Agreements, Collective Bargaining 28

Agreements 9-LEG2000

Alcohol & Drug Awareness, Employee 16-PER5000
Alien Certification Files 27

Annual Endowment Fund Reports 26

Annual Financial Report 26

Annual Interim Fiscal Operations Reports 15
Annual Plans 1-ADM1020

Annuity Records 1

Applicant Files, General - Contract Staff 35
Applicant Flow Data File 28

Applicant Testing 14-PER2000

Applicants Card File - Classified Staff 35
Application File - Classified Staff 35

Application File - Non-Hires - Faculty 35
Applications for Admission/Readmission - Matriculants 3-EDU1010, 15
Applications for Admission/Readmission - Non-Matriculants 4-EDU1100, 16
Applications for Graduation 4-EDU1010, 16
Applications, Guaranteed Student Loan 19
Approvals, Credit/No-Credit Credit 17

Arrest Reports 28

Assessments, Competency - See Academic Records 15
Audit Authorizations 16

Audit Report 25

Audit Trail Files 7

Audit, Internal, Reports 2-ADM3010

Audit, Internal, Work papers 2-ADM3010

Audits, External 8-FIN7010

Automated Program Listing/Source Code 7
Automated Tape Library System Files 7

Automatic Bank Deposit Plans 7-FIN1000

Award Letters 16

Awarded Grants Files 28
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Bad Debt Actions 25 Buildings - Purchase 1-ACC2000

Bad Debts 8-FIN6000 Buildings - Sale 1-ACC2000

Balance Sheets 1 Buy-Back Records, Book 7

Balancing Form, Bookstore Cashier 8 Campus Security Act 28

Bank Deposit Plans, Automatic 7-FIN1000 Canceled Check Records, Financial Aid 2
Bank Deposits 25 Canceled Checks 7-FIN1000, 25

Bank Drafts 7-FIN1000 Canceled Position File - Classified Staff 35
Bank Reconciliations 7-FIN1000, 25 Canceled Registration Files 1

Bank Statements 7-FIN1000, 25 Capital Property 1-ACC2000

Banking 7-FIN1000 Cash Books 1

Bargaining Agreements, Collective 28 Cash Disbursement Journals 1

Basic Education Opportunity Grant (Pell) Files 16 Cash Drawer Sign-Out Sheets, Bookstore 7
Benefit Contributions 13-PER1020 Cash Journal 1

Benefit Plans 13-PER1010 Cash Management 7-FIN1000

Benefit Elections 13-PER1030 Cash, Petty 4

Bids 9-FIN8000 Cash Receipts 2

Bids Accepted 25 Cash Register Tapes 2

Bids Rejected 25 Cashier Balancing Form, Bookstore 8
Billing Letters, Student Aid Accounting 5 Catalogs 6-EDU3000, 16

Blueprints 7 Category Summary - Classified Staff 28
Bond Registers 25 Certificate Programs

Bonds 8-FIN3000 Certificates, Records Destruction 3-ADM3020
Book Buy-Back Records 7 Certification, Alien, Files 27

Bookstore Cash Drawer Sign-Out Sheets 7 Certification, Employee 16-PER5010
Bookstore Cashier Balancing Form 8 Certification File - Classified Staff 35
Bookstore Charge Forms 8 Certifications, Elevator 29

Bookstore Mark-Up/Mark-Down Sheets 8 Change in Meal Plan 28

Bookstore Merchandise Return Record 8 Change of Course Schedule 16

Bookstore Special Orders 8 Change of Grade Forms 4-EDU1000, 16
Budget - Institutional 25 Change of Major - See Program Requirement Modification 21
Budget Planning Documents 25 Charge Forms, Bookstore 8

Budget Printout - Periodic 1 Chart of Accounts 2

Budgets 7-FIN2000 Check Registers 7-FIN1000, 26

Buildings - Depreciation 1-ACC2000 Check Registers for Federal Loans 16
Buildings - Improvement 1-ACC2000 Checks 7-FIN1000
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Checks, Canceled 7-FIN1000, 25

Checks, Payroll 26

Childcare Licensing 28

Childcare, Preschool Attendance Files 30
Childcare, Preschool Children’s Files 30

Civil Service Examinations File - Classified Staff 43
Claims, Legal 10-LEG4000

Class Roster, Official 20

Class Schedule, Institutional 6-EDU3000, 21

Class Schedules (Students) 16

Classification File, State - Classified Staff 34
Classified Staff Applicant Card File 35

Classified Staff Application File 35

Classified Staff Canceled Position File 35

Classified Staff Category Summary 28

Classified Staff Certification File 35

Classified Staff Civil Service Examinations File 43
Classified Staff - Department Assistance File 10
Classified Staff Garnishment File 29

Classified Staff Job Description File 43

Classified Staff Layoff File 36

Classified Staff Leave Record 36

Classified Staff Monthly Standardized Report Files 12
Classified Staff On-The-Job Training Records 36
Classified Staff Payroll Change Report 3

Classified Staff Performance Evaluation Forms 36
Classified Staff Personnel Card File 37

Classified Staff Personnel Files 37

Classified Staff, Personnel Requisition for 37
Classified Staff Position Vacancy Announcement 38
Classified Staff - Public Employees Retirement System Files 38
Classified Staff - Public Employees Retirement System Log 38
Classified Staff Reclassification Files 39

Classified Staff Reports 13

Classified Staff Selection Criteria Form 40
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Classified Staff State Classification File 34

Classified Staff Summer Employment File 40

Classified Staff Suspension File 40

Classified Staff Union Dues Membership List 5

Classified Staff Wage & Fringe Benefit Surveys 41
Collective Bargaining Agreements 28

College/Department Office Student Files 17

College Transcripts - Matriculants 23

College Transcripts - Non-Matriculants 23

Commencement Programs 6-EDU3000, 17

Compensation, Unemployment, Files 31

Compensation, Unemployment, Log 34

Competency Assessments 4-EDU1000, 15

Complaint Files 29

Compliance, Internal Audit 2-ADM3010

Compliance, Legal 11-LEG5000

Compliance With Policy 3-ADM3020

Compliance With Procedures 3-ADM3020

Computer Center Time Billing Records 2

Computer Run Scheduling Records 8

Computer Usage Files 8

Computer Usage Reports 13

Construction Designs and Specifications, Construction Projects 8
Construction Documents, Construction Projects 9
Construction of Property 2-ADM2030

Construction Projects-Construction Designs and Specifications 8
Construction Projects-Construction Documents 9
Construction Projects-Design Development 9

Construction Projects-Design Review Committee 9
Construction Projects-Environmental Impact Assessment 29
Construction Projects-Project Request/Program Statement 9
Construction Projects-Schematic Design 9

Content of Records, Student Statements on 22

Continuing Education Student Records 17

Continuing Education 4-EDU1010
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Contract Compliance 710LEG2010

Contract Performance 10-LEG2010

Contract Release Files, Dorm 2

Contract Staff General Applicant Files 35

Contract Staff - Academic/Non-Academic Personnel Inventory 7
Contract Staff Search/Recruitment Files 39

Contract Staff Garnishment File 29

Contract Staff Personnel Files 37

Contract Staff - Public Employees Retirement System Files 38
Contract Staff - Public Employees Retirement System Log 39
Contracts, General 9-LEG2000, 29

Contracts, Student Dorm 4

Contracts, Summer - Student 43

Contributions 1-ACC1000

Contributions, Benefit 13-PER1020

Copyright 12-LEG7000

Correspondence - Non-Matriculants 17

Correspondence, Relevant - Non-Admission 17

Cost Accounting 26

Cost Analysis 12-FIN2010

Course Evaluations 4-EDU1000, 15

Course Schedule, Change of 16

Court Orders 11-LEG5030

Credit by Examination 4-EDU1000, 17

Credit Evaluations, Transfer 23

Credit/No-Credit Credit Approvals 17

Credit of Institution 8-FIN5000

Credit, Transfer, Evaluations 4-EDU1010

Crime Reports 29

Curriculum Development Files 17

Data Documentation/Data Dictionary Records 9

Data Processing Disaster Preparedness and Recovery Plans 10
Data Processing Hardware Documentation 10

Data Processing Operating Procedures 10

Data Processing Policies 10
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Data Processing Procurement Files 2

Data Processing Product/Vendor Files and Contract Reference
Files 2

Data Processing Services Plans and Information Resources
Management 11

Data Systems Specifications 10

Debt of Institution 8- FIN5000

Debts, Bad 8-FIN6000, 25

Declinations File - Faculty 35

Deduction, Payroll, Authorizations 36

Deduction, Payroll, Records 1-ACC1000

Degree Statistics 6-EDU3000, 17

Delinquent Accounts Report 26

Delivery Slips 26

Department Assistance File - Classified Staff 10

Department/College Office Student Files 17

Deposits, Banking 7-FIN1000, 25

Design Development, Construction Projects 9

Design Review Committee, Construction Projects 9

Destruction, Records, Certificates 3-ADM3020

Development, Employee 16-PER5000

Directory Information, Student Requests for Nondisclosure of 22

Disbursement Records, Financial Aid Award 2

Disciplinary Files, Student 31

Disclosure of Personally Identifiable Information (FERPA) 5-EDU1030

Disclosures & Requests of Personally Identifiable Information 21

Dispatch Audio Logs 10

Dispatch Logs 10

Dorm Contract Release Files 2

Dorm Contracts, Student 4

Draft Registration Compliance Record 17

Drafts, Bank 7-FIN1000

Drop/Add - See Change of Course Schedule 16

Education Assistance, Employee 16-PER5000

Educational Assistance 13-PER1010
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Educational Progress, Statement of 22

EEOC Reports 29

Election of Benefits 13-PER1030

Elevator Certifications 29

Emergency & Safety Policies & Procedures 3-ADM3030
Employee Accidents 15-PER4020

Employee Alcohol & Drug Awareness 16-PER5000
Employee & Equipment Safety 3-ADM4000

Employee Certification 16-PER5010

Employee Development 16-PER5000

Employee Education Assistance 16-PER5000
Employee Injuries 15-PER4020

Employee Medical Records 15-PER4010

Employee Personal Fitness 15-PER4011

Employee Physical Exams 15-PER4011

Employee Professional Development 16-PER5000
Employee Records - Personnel Actions 14-PER3010
Employee Relations 17-PUB4000

Employee Safety 3-ADM3030

Employee Summary Records 14-PER3000

Employee Selection 14-PER2000

Employee Training 16-PER5000

Employment Files - Students 35

Employment Printouts - Student 11

Endowment Fund Reports - Annual 26

Endowment Fund Reports - Periodic 26

Endowment Funds 8-FIN3000

Enroliment/Registration Forms 21

Enrollment Statistics 6-EDU3000, 18

Entrance Examination & Placement Test Reports - Matriculants 18
Entrance Examination & Placement Test Reports-Non-Matriculants 18
Entrance Examinations 4-EDU1010

Environment - Monitoring 6-ENV1000, 24

Environment - Testing 6-ENV1000

Environmental Impact Assessment, Construction Projects 29
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Equipment & Employee Safety 3-ADM4000

Equipment & Software Manuals 2-ADM3000

Equipment - Depreciation 1-ACC2000

Equipment - Improvement 1-ACC2000

Equipment - Purchase 1-ACC2000

Equipment - Sale 1-ACC2000

Ethnic/Racial Statistics 21

Examinations File, Civil Service - Classified Staff 43

Expense Records, Telephone 5

Exposure, Hazardous, Records 35

External Audits 8-FIN7010

Facility Requirement Forecasts 1-ADM1020

Faculty Declinations File 35

Faculty Garnishment File 29

Faculty Grade Reports 4-EDU1000, 18

Faculty Index System 36

Faculty Leave Record 36

Faculty Non-Hire Application File 35

Faculty Position Description 43

Faculty Promotion and Tenure File 38

Faculty - Promotion and Tenure Policy 13

Faculty Search Committee Files 40

Faculty Service/Activity Reports 40

Family Educational Rights & Privacy Act Documents (FERPA)
5-EDU1030

Federal Loan Check Registers 16

Fee & Tuition Schedule 6-EDU3000, 23

FERPA 5-EDU1030

Financial Aid Award Disbursement Records 2

Financial Aid Canceled Check Records 2

Financial Aid Files - Non-Recipient 20

Financial Aid Files, Student 22

Financial Forecasts 7-FIN2000

Financial Management 7-FIN2000

Financial Planning 7-FIN2000
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Financial Report - Annual 26

Financial Statements to Government Agencies 8-FIN7000
Flow Data File, Applicant 27

Forecasting 1-ADM1020

Forecasts, Financial 7-FIN2000

Foreign Student Forms - Matriculants 18
Formal Hearings, Requests for (FERPA) 5-EDU1030
Fringe Benefit & Wage Surveys - Classified Staff 41
Furnishings - Depreciation 1-ACC2000
Furnishings - Purchase 1-ACC2000
Furnishings - Sale 1-ACC2000

Future Liability 10-LEG3010

Garnishment File - Classified Staff 29
Garnishment File - Contract Staff 29
Garnishment File - Faculty 29

General Applicant Files - Contract Staff 35
General Ledgers 1-ACC1010, 3

Governance Files 14

Government Grants & Contracts 9-LEG2000
Government Investigation 10-LEG4000
Government Relations 16-PUB2000

Grade Forms, Change of 16

Grade Reports, Faculty 18

Grade Reports (Registrar's Copies) 18

Grade Statistics 6-EDU3000, 18

Grades 4-EDU1000, 15

Graduate Scholarship/Assistantship Awards 18
Graduation Applications 4-EDU1010, 16
Graduation Authorizations 18

Graduation Lists 6-EDU3000, 18

Grants & Contracts 9-LEG2000

Grants Awarded 29

Grants, Awarded, Files 30

Grants, Unawarded, Files 14

Grants-In-Aid Records 18
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Grievance Files, Academic 27

Growth Forecasts 1-ADM1020

Guaranteed Student Loan Applications 19

Handbooks, Administrative 2-ADM3000

Hazardous Exposure 15-PER4030, 35

Hazardous Substances 10-LEG3010

Head Start Files 30

Health Insurance Waivers 11

Health Profession Loan Student Files 19

Hearing Panels, Written Decisions of 23

Hearings, Requests for Formal 21

High School Transcripts - Non-Matriculants 22

High School Transcripts - Matriculants 22

Hiring 14-PER3010

Hiring 14-PER2000

HUD Reports 30

[-9 Forms - Student 35

IACUC, Research Protocol Committee Files 13

IACUC, Research Protocol Records 31

[l Person/Injury Reports 30

Income Records, Vending Commission 5

Index System - Faculty 36

Information Resources Management and Data Processing
Services Plans 11

Injuries, Employee 15-PER4020

Injury/lll Person Reports 30

Input Documents 11

Institution Publications 6-EDU3000

Institution Reports 6-EDU3000

Institution Statistical Data 6-EDU3000

Institutional Budget 25

Institutional Schedule of Classes 21

Instructional Grant, Ohio, Files 20

Insurance 10-LEG3000

Insurance - Future Liability 10-LEG3010
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Insurance Payments, Unemployment 5 Leave Record - Faculty 36
Insurance Plans 13-PER1010 Ledgers, Accounts Payable 1
Insurance Records, Student 5 Ledgers, General 1-ACC1010, 3
Integrated Post-Secondary Education Data System Reports Ledgers, Subsidiary 5
6-EDU3000,19 Legal Claims 10-LEG4000
Internal Audit Compliance 2-ADM3010 Legal Compliance 4-LEG5000
Internal Audit Policies 2-ADM3010 Legal, General 12-LEG9900
Internal Audit Reports 2-ADM3010 Legal Opinions 10-LEG4000
Internal Audit Work papers 2-ADM3010 Legal Opinions 12-LEG6010
Inventory Control Record 3 Letters of Recommendation - Matriculants 4-EDU1010, 19
Investigative Reports 10-LEG4000 Letters of Recommendation - Non-Matriculants 5-EDU1100, 19
Investments 8-FIN3000 Liability 10-LEG3000
Invoices 3 Liability, Future 10-LEG3010
Invoices, Accounts Payable 1 Licenses 11-LEG5020
Invoices, Vendor 1-ACC1000 Licenses, Childcare/Nursery School 28
IPEDS Reports 19 Licenses, Childcare/Nursery School Building Operations 28
Job Advertising 14-PER2000 Licenses, Childcare/Nursery School Food License 28
Job Applications 14-PER2000 Litigation 10-LEG4000
Job Cards - Student 43 Loans to Institution 8-FIN5000
Job Description -- See Also -- Position Description 36 Loans, Student 5-EDU2000
Job Description File - Classified Staff 43 Lobbying 16-PUB2000
Job Descriptions 36 Maintenance Contracts 11
Job Practices 2-ADM3000 Maintenance of Property 1-ADM2020
Journal, Cash 1 Maintenance Records, Motor Vehicle 12
Journal Entries 3 Major, Change of - See Program Requirement Modification 21
Journals 1-ACC1010, 3 Management Information, Accounting 1-ACC3000
Journals, Cash Disbursement 1 Management, Property - Construction/Modification 2-ADM2030
Judgments 10-LEG4000 Management, Property - Maintenance 1-ADM2020
Laboratory Inspection Reports 50 Manuals, Job Practice 2-ADM3000
Land - Improvement 1-ACC2000 Manuals, Office Practice 2-ADM3000
Land - Purchase 1-ACC2000, 30 Manuals, Procedures 2-ADM3000
Land - Sale 1-ACC2000 Manuals, Software & Equipment 2-ADM3000
Layoff File - Classified Staff 36 Mark-up/Mark-Down Sheets, Bookstore 8
Leases 9-LEG2000 Marketing 12-MAR1000
Leave Record - Classified Staff 36 Matriculant Acceptance Letters 15
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Matriculant Advanced Placement Records 15 Non-Matriculant Admission or Readmission Applications 16
Matriculant Application for Admission or Readmission 15 Non-Matriculant Advanced Placement Records 15
Matriculant College Transcripts 23 Non-Matriculant College Transcripts 23

Matriculant Entrance Examination & Placement Test Reports 18 Non-Matriculant Correspondence 17

Matriculant Foreign Student Forms 18 Non-Matriculant Entrance Examination & Placement Test Reports 18
Matriculant High School Transcripts 22 Non-Matriculant High School Transcripts 22
Matriculant Letters of Recommendation 19 Non-Matriculant Letters of Recommendation 19
Matriculant Medical Records 19 Non-Matriculant Medical Records 19

Matriculant Personalized Recruitment Materials 20 Non-Matriculant Personalized Recruitment Materials 21
Matriculant Residency Status Documents Non-Matriculant Records 5-EDU1100

Meal Plan, Change in 28 Non-Permanent Student Records 4-EDU1010

Medical Records, Employee 15-PER4010 Non-Recipient Financial Aid Files 20

Medical Records - Matriculants 4-EDU1010, 19 Non-Student Transcript Requests 22

Medical Records - Non-Matriculants 19 Nondisclosure of Directory Information, Student Requests for 22
Membership List, Union Dues - Classified Staff 5 Notification of Academic Action 4-EDU1010, 15
Merchandise Return Record, Bookstore 8 Nursing Loan Student Files 20

Modification of Property 2-ADM2030 OBOR Reports 20

Moadification, Program Requirement 21 Office Practices 2-ADM3000

Monitoring Environment 6-ENV1000, 24 Official Class Roster 20

Monthly Standardized Report Files - Classified Staff 12 Ohio Academic Scholarship Rosters 20

Motor Vehicle Maintenance Records 12 Ohio Board of Regents Reports 6-EDU3000, 20

Motor Vehicle Records 12 Ohio Bureau of Vocational Rehabilitation Files 20
Motor Vehicles - Depreciation 1-ACC2000 Ohio Instructional Grant Files 20

Motor Vehicles - Purchase 1-ACC2000 Ohio Instructional Grant Rosters 20

Motor Vehicles - Sale 1-ACC2000 On-The-Job Training Records - Classified Staff 26
Mutual Funds 8-FIN3000 Operating System and Hardware Conversion Plans 12
National Guard Scholarship Rosters 19 Orders, Agency 11-LEG5030

National Merit Scholarship Files 19 Orders, Court 11-LEG5030

Network Usage, 12 Organizational Charts 12

News Releases 42 Parking Permit Applications 12

Newsletters 42 Parking Tickets - Paid 3

Newsletters, Employee 17-PUB4000 Parking Tickets - Unpaid 26

Non-Hire Application File - Faculty 35 Participation in Benefit Plans 13-PER1020
Non-Matriculant Acceptance Letters 15 Pass Card Lists 3-ADM4000

Non-Matriculant Admissions Correspondence 15 Pass/Fail Requests 20
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Password Lists 3-ADM4000

Patents 12-LEG7000, 30

Payroll Change Report - Classified Staff 3

Payroll Checks 26

Payroll Deduction Authorizations 36

Payroll Deduction Records 1-ACC1000

Payroll Records 1-ACC1000

Pell Files - See Basic Education Opportunity Grant (Pell) Files 16
Pension Funds 8-FIN3000

Pension Plans 13-PER1010

Pension Summary Information 14-PER1040

Performance Evaluation Forms - Classified Staff 36
Performance Evaluations 14-PER3010

Periodic Budget Printout 1

Periodic Replacement Records 12-MIS1010

Permanent Student Records 4-EDU1000

Permits 11-LEG5020

Personal Fitness, Employee 15-PER4011

Personalized Recruitment Materials - Matriculants 20
Personalized Recruitment Materials - Non-Matriculants 21
Personally Identifiable Information (FERPA) 5-EDU1030
Personally Identifiable Information, Requests & Disclosures of 21
Personnel Actions 14-PER3010

Personnel Card File - Classified Staff 37

Personnel Files - Classified Staff 37

Personnel Files - Contract Staff 37

Personnel Files — Faculty 38

Personnel, General 16-PER9900

Personnel Inventory, Academic/Non-Academic - Contract Staff 7
Personnel Requests 14-PER2000

Personnel Requisition for Classified Staff 37

Petty Cash Records 4

Photographs, Publicity 17-PUB3000, 42

Physical Exams, Employee 15-PER4011

Placement Files 3-EDU1010, 21
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Placement Test & Entrance Examination Reports - Matriculants 18
Placement Test & Entrance Examination Reports-Non-Matriculants 18
Placement Test Reports 4-EDU1010

Planning 1-ADM1020

Planning, Financial 7-FIN2000

Plans, Annual 1-ADM1020

Plans, Strategic 1-ADM1020

Pleadings, Legal 10-LEG4000

Police Daily Activity Reports 12

Police Reports 30

Policies - Compliance 3-ADM3020

Policies, General 2-ADM3000

Policies, Internal Audit 2-ADM3010

Policies - Safety & Emergency 3-ADM3030

Policy, Promotion and Tenure - Faculty 13

Position Description -- See Also --Job Description 36
Position Description File - Faculty 43

Position Vacancy Announcement - Classified Staff 38
President/Vice President/Director/Dean/Chair Subject Files 12
Pre-School Attendance Records 30

Pre-School Children’s Files 31

Press Releases 17-PUB3000

Privacy Documentation, Student 5-EDU1030

Procedures - Compliance 3-ADM3020

Procedures, General 2-ADM3000

Procedures, Internal Audit 2-ADM3010

Procedures - Safety & Emergency 3-ADM3030

Professional Development, Employee 16-PER5000

Program Requirement Modification 21

Progress, Statement of Educational 22

Project Request/Program Statement, Construction Projects 9
Projects, Special 13-MI1S2000

Promotion and Tenure File - Faculty 38

Promotion and Tenure Policy - Faculty 12

Promotions 14-PER3010
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Property, Capital 1-ACC2000

Property - Depreciation 1-ACC2000

Property - Improvement 1-ACC2000

Property Management - Construction/Modification 2-ADM2030

Property Management - Maintenance 1-ADM2020

Property - Purchase 1-ACC2000

Property Records, Surplus 13

Property Reporting 1-ACC2000

Property - Sale 1-ACC2000

Public Employees Retirement System Files - Classified Staff 38

Public Employees Retirement System Files - Contract Staff 38

Public Employees Retirement System Log - Classified Staff 38

Public Employees Retirement System Log - Contract Staff 39

Publications 17-PUB3000

Publications, Institution 6-EDU3000

Publications, Institution 17-PUB6000

Publicity 17-PUB3000, 42

Purchase, Land, Records 30

Purchase Orders 9-FIN8010, 26

Purchase Requisitions, Orders, and Billing Records for Data
Processing Services 4

Purchasing 9-FIN8000

Racial/Ethnic Statistics 6-EDU3000, 21

Radiation Safety Workers 39

Radioactive Materials-Authorized Users Files 39

Radioactive Materials-Exposure Records 39

Radioactive Materials-Incident Report 39

Radioactive Materials-Transportation Records 24

Radioactive Materials-Waste Records 31

Readmission/Admission Applications 4-EDU1010

Readmission or Admission Applications - Matriculants 15

Readmission or Admission Applications - Non-Matriculants 16

Real Estate Records 31

Receipts 9-FIN8020

Receipts 4
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Receipts, Cash 2

Receipts, Sales 4

Reclassification Files - Classified Staff 39
Recommendation Letters, Student Waivers of Rights of Access to 22
Recommendation, Letters of - Matriculants 4-EDU1010, 19 Recommendation,
Letters of - Non-Matriculants 5-EDU1100, 19
Reconciliations, Bank 7-FIN1000, 25

Records Destruction Certificates 3-ADM3020, 13

Records Disclosure (FERPA) 5-EDU1030

Records Disclosure, Student's Written Consent for 22
Records of Chargebacks to Computer Service Users 4
Recruitment 12-MAR1000

Recruitment Materials, General 33

Recruitment Materials, Personalized - Matriculants 20
Recruitment Materials, Personalized - Non-Matriculants 21
Recruitment/Search Files - Contract Staff 39

Reference 17-REF0000

Register, Check, for Federal Loans 16

Registers 4

Registrar's Copies Grade Reports 18

Registration, Canceled, Files 1

Registration/Enrollment Forms 21

Replacement Records, Periodic 12-MIS1010

Reports - Classified Staff 13

Reports, Institution 6-EDU3000

Reports, Miscellaneous 12-MIS1000

Requests for Formal Hearings (FERPA) 5-EDU1030, 21
Requests for Personally Identifiable Information (FERPA) 5-EDU1030, 21
Requirement, Program, Modification 21

Requisitions 4

Research Protocol Records (IACUC) 31

Research Protocol Committee (IACUC) 13

Residence Hall Advisor Files 40

Residence Hall Advisors - Unselected 40

Residency Status Documents - Matriculants 31
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Return Record, Bookstore Merchandise 8 Statements, Bank 7-FIN1000, 25

Rights of Access, Student Waivers of to Recommendation Letters 22 Statements, Vendor 1-ACC1000

Roster, Official Class 20 Statistical Data, Institution 6-EDU3000
Rosters, Ohio Academic Scholarship 20 Statistics, Degree 6-EDU3000, 17

Rosters, Ohio Instructional Grant 20 Statistics, Enroliment 6-EDU3000, 18
Royalty Payments 4 Statistics, Grade 6-EDU3000, 18

Safety 3-ADM4000 Statistics, Racial/Ethnic 6-EDU3000, 21
Safety & Emergency Policies & Procedures 2-ADM3030 Stocks 8-FIN3000

Safety of Employees & Equipment 3-ADM4000 Strategic Plans 1-ADM1020

Salary Administration 16-PER6000 Student Account Files 4

Sales 12-MAR1000 Student Account Files, Sponsored 21

Sales Receipts 4 Student Aid Accounting Billing Letters 5
Savings Plans 13-PER1010 Student Class Schedules 16

Schedule of Classes, Institutional 6-EDU3000, 21 Student Disciplinary Files 31

Schedule of Tuition and Fees 6-EDU3000 Student Dorm Contracts 4

Schematic Design, Construction Projects 9 Student Employment Files 35

Scholarship, National Guard, Rosters 19 Student Employment Printouts 11
Scholarship, National Merit, Files 19 Student Files, College/Department Office 17
Scholarships, General 21 Student Files, Health Profession Loan 19
Search Committee Files - Faculty 40 Student Files, Nursing Loan 20
Search/Recruitment Files - Contract Staff 39 Student Files, Work-Study 23

Security 3-ADM4000 Student Financial Aid Files 22

Security Clearances 3-ADM4000 Student 1-9 Forms 35

Selection Criteria Form - Classified Staff 40 Student Insurance Records 5

Service Reports/Activity Reports - Faculty 40 Student Job Cards 43

Shipment Documentation 9-FIN8020 Student Loan Applications, Guaranteed 19
Sign-Out Sheets, Bookstore Cash Drawer 7 Student Loans 5-EDU2000

Site/Equipment Support Files 13 Student Privacy Documentation 5-EDU1030
Software & Equipment Manuals 2-ADM3000 Student Records, Continuing Education 17
Special Orders, Bookstore 8 Student Records - FERPA 5-EDU1030
Special Projects 13-MIS2000 Student Records, Non-Permanent 4-EDU1010
Spill Prevention 3-ADM3030 Student Records, Permanent 4-EDU1000
Sponsored Student Account Files 21 Student Requests for Nondisclosure of Directory Information 22
State Classification File - Classified Staff 34 Student Statements on Content of Records 22
Statement of Educational Progress 22 Student Summer Contracts 43
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Student Time Reports 40

Student Waivers of Rights of Access to Recommendation Letters 22

Student's Written Consent for Records Disclosure 22
Subject Files 3-ADM9910, 12

Subsidiary Ledgers 5

Summer Contracts - Student 43

Summer Employment File - Classified Staff 40
Super Bill Files 5

Surplus Property Records 13

Suspension File - Classified Staff 40

System Backup Files 13

System Users Access Records 13

Tax Files 22

Tax Returns 11-LEG5010

Teaching Evaluations 34 and 41

Technical Program Documentation 14
Telephone Expense Records 5

Terminations, Employee 14-PER3010

Test Database 14

Testing Environment 6-ENV1000

Testing of Applicants 14-PER2000

Testing Reports-Construction 31

Time Cards 41

Time Reports, Student 40

Timesheets 16-PER6000

Trademark 12-LEG700, 31

Training, Employee 16-PER5000

Training Course Information 14
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Unemployment Compensation Files 32
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University Medical Records 41
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W-2 Forms 32
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