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	Administrative Functions
	Schedule
	Retention
	File Custodian

	ProCard Orders
	ADM 3.3.a(1)(b)
	3 years after final payment
	Procard Holders

	
	
	
	

	Financial
	
	
	

	Audited ProCard Files for Division
	ADM 3.3.a(1)(b)
	3 years after final payment
	Jo Ann Larson

	
	
	
	

	Environment Safety &Health
	
	
	

	Work Station Assessments for Division
	ADM 23.1.a
	2  years or when no longer needed
	Amy Pavnica

	
	
	
	

	Personnel
	
	
	

	Division Organization Charts
	ADM 23.1.b
	Permanent
	Griselda Lopez

	
	
	
	

	Service Operations Support
	
	
	

	Home Use Program  for Software (Term & Conditions)
	GRS24.1.B
	Destroy/delete when 3 years old or 1 year after responsible office determines that there are no unresolved issues, whichever is longer.
	Cele Bruce

	License Qualification Agreement
	GRS24.1.B
	Destroy/delete when 3 years old or 1 year after responsible office determines that there are no unresolved issues, whichever is longer.
	Cele Bruce




