Vassar College

Records Retention Schedule
	Department/Office:
	


	Type of Record

(Record Series)
	Retention Period
	Volume(
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	in Office
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	Prepared by :
	
	Title:
	

	Approved by:
	
	Date:
	


Please cite the regulations or standards being applied for records retention, either in ""remarks"" or in the space below:

( Volume should be expressed in units of boxed files.  File cabinets should be converted to number of boxes.





