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	 North Central Texas College
	

	
	Office (if Applicable) 
	Counseling
	

	
	Department (If Applicable) 
	Student Services
	

	
	Address 
	1525 W. California St.
	

	
	
City 
	Gainesville
	Zip
	76240
	Telephone
	940-668-4216
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	Yvonne Sandmann
	

	
	


	RECORD

NUMBER
	RECORD TITLE
	RETENTION PERIOD
	DISPOSITION

	
	
	OFFICE
	STORAGE
	TOTAL
	



	1000-26
	B.) Administrative correspondence
	2 years
	
	2 years
	Shred

	
	C.)Routine correspondence
	AV
	
	AV
	Shred

	1000-32
	B.) Minutes of staff/committee meetings
	AV
	
	AV
	Shred

	1000-38
	Policy & procedure manuals
	US
	5 years
	5 years +
	Shred

	1025-04
	C.) Working papers for budgets
	2 years
	
	2 years
	Shred

	3725-02
	Test scores (credit awarded)
	3 years*
	
	3 years*
	Shred

	
	Test scores (no credit awarded)
	End of Academic year + 1 year
	
	1 year +
	Shred

	3875-02
	Applications for GED test and certificates
	FE + 

3 years
	
	3 years+
	Shred

	3875-03
	GED Test booklet inventory logs
	2 years
	
	2 years
	Shred

	3875-04
	GED test scores
	Permanent
	
	Permanent
	

	
	US=Unless Superseded
	
	
	
	

	
	FE = Fiscal Year End
	
	
	
	

	
	                              * after last semester enrolled
	
	
	
	

	
	                             AV= while administratively valuable
	
	
	
	


