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14. Item 
No. 

15. Record Series Title and Description 16. Retention Instructions 17. Statute 18. Vital?  
(Yes/no) 

19. Archival? 
(Yes/no) 

1 Completed VPN access request forms 
 

Retain for 3 fiscal years, then 
dispose. 
 

 No No 

2 
 

Billing type B and C users Retain for 3 fiscal years, then 
dispose. 
 

 No No 

3 
 

Audit letter to faculty emerti, 
departments, and student organizations 
confirming usage of their account for the 
year 
 

Retain for 3 fiscal years, then 
dispose. 
 

 No No 

4 
 

Report determining email accounts with 
no tech ID associated with it 
 

Retain for 3 fiscal years, then 
dispose. 
 

 No No 

5 
 

HuskyNet Account request forms Retain for 3 fiscal years, then 
dispose. 
 

 No No 

6 
 

Request for computer equipment 
 

Retain for 3 fiscal years, then 
dispose. 
 

 No No 

7 
 
 

Report sent to students not enrolled to 
have email account remain active 
 

Retain for 3 fiscal years, then 
dispose. 
 

 No No 

8 
 

Report sent to department or student 
organization reaching quota of emails in 
email account 
 

Retain for 3 fiscal years, then 
dispose. 
 

 No No 

9 
 

Report sent to department or student 
organization about unread emails in 
account 
 

Retain for 3 fiscal years, then 
dispose. 
 

 No No 
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10 
 

Report of where computers were removed 
from labs and where distributed to 
 

Retain for 6 fiscal years, then 
dispose. 

 No No 

11 Report of faculty/staff no longer 
employed at SCSU 
 

Retain for 3 fiscal years, then 
dispose. 
 

 No No 

12 Consumable Inventory reports 
 

Retain for 3 fiscal years, then 
dispose. 
 

 No No 

13 Community patron request forms 
 

Retain for 3 fiscal years, then 
dispose. 
 

 No No 

14 Change in HuskyNet Account Status 
reports 
 

Retain for 3 fiscal years, then 
dispose. 
 

 No No 

15 Data entry batch sheet for Statistics 
 

Retain for 3 fiscal years, then 
dispose. 
 

 No No 

16 MnSCU Security management system and 
staff changes report 
 

Retain for 3 fiscal years, then 
dispose. 
 

 No No 

 


