Survey of Records
University Archives and Records Program

	Record Category
	Genre (Paper or Digital) 
	Extent
	Location/System
	Access Issues
	Department/person responsible 
	Notes

	A.  Office of the Dean
	
	
	
	
	
	

	Academic policies and procedures
	
	
	
	
	
	

	Academic position postings
	
	
	
	
	
	

	Academic programming
	
	
	
	
	
	

	Budget letters and proposals 
	
	
	
	
	
	

	Centers and Institutes

	
	
	
	
	
	

	Dean’s correspondence
	
	
	
	
	
	

	Executive committee minutes and associated materials
	
	
	
	
	
	

	Record Category
	Genre (Paper or Digital) 
	Extent
	Location/System
	Access Issues
	Department/person responsible 
	Notes

	Faculty recruitment
	
	
	
	
	
	

	Joint degree, interdisciplinary initiatives
	
	
	
	
	
	

	Liaison with government agencies and policies
	
	
	
	
	
	

	Project files
	
	
	
	
	
	

	Program evaluations
	
	
	
	
	
	

	Program proposals
	
	
	
	
	
	

	Research projects
(non-sponsored)
	
	
	
	
	
	

	Research (sponsored)
	
	
	
	
	
	

	Reports (e.g Annual)
	
	
	
	
	
	

	Special Events, forums, lectures (including Dean addresses to the School)
	
	
	
	
	
	

	Special projects and initiatives
	
	
	
	
	
	

	Record Category
	Genre (Paper or Digital) 
	Extent
	Location/System
	Access Issues
	Department/person responsible 
	Notes

	Strategic planning
	
	
	
	
	
	

	Topical files
	
	
	
	
	
	

	Unit reviews (including Accreditation) 
	
	
	
	
	
	

	
	
	
	
	
	
	

	B.  Communication and Outreach
	
	
	
	
	
	

	Publicity
	
	
	
	
	
	

	Special Events, forums, lecture materials
	
	
	
	
	
	

	Marketing and Student Recruitment
	
	
	
	
	
	

	
	
	
	
	
	
	

	C.  Career Services
	
	
	
	
	
	

	Employment of graduates
	
	
	
	
	
	

	Summer internships
	
	
	
	
	
	

	
	
	
	
	
	
	

	D.  Development
	
	
	
	
	
	

	Key event materials
	
	
	
	
	
	

	Alumni board meeting agendas and minutes
	
	
	
	
	
	



	Record Category
	Genre (Paper or Digital) 
	Extent
	Location/System
	Access Issues
	Department/person responsible 
	Notes

	Named fellows and interns
	
	
	
	
	
	

	Class gift information 
	
	
	
	
	
	

	
	
	
	
	
	
	

	E.  Student Services
	
	
	
	
	
	

	Student handbooks
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