


1. Schedule No. 
 

3. Agency 
St. Cloud State University 

4. Division/Section: 
Printing Services 
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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 Print Request forms Retain 3 years, then dispose.  No No 
 

2 Job Bag files (print jobs) Hard copies: Retain until 
superseded. 
 
Digital: Retain until superseded. 
If file is not printed in 2 years, 
then delete. 
 
 

 No No 

3 Brochures and Publications Once printed, collect for 1 year, 
then transfer to Archives for 
selection and disposition. 
 

 No Yes 

 




