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POLITICAL SUBDIVISION
{x] STATE AGENCY Cl
AGENCY NAME ORG UNIT University Unions PHONE
Northern Arizona University & Student Services 523-2391
ADDRESS cITY AZ zIp
P.O. Box 6026 Flagstaff 8011
SUBMITTED BY TITLE SIGNATURE
Caral A. Fenn Business Manager X (.«@M‘Q Q Fﬂnw\-
RETENTION PERIOD (YRS)
RECORDS SERIES OFFICEj RC. | TOTAL REMARKS
Central Ticketing/Copy Shoppe
1. Copy Shoppe Daily LogSheets 1| 2 3 | After fiscal year prepared.
2. | Dillard's Reports & Cash Cards 1 2 3 | After fiscal year prepared.
3. | Game Reports (reconciliations) 1 2 3 | After fiscal year prepared.
4. | Revenue/Expense Records (including 1 2 3 | After fiscal year prepared.
purchase orders, receipts, etc.)
5. | Ticket Set-up Contracts (including 1 5 6 | After fiscal year prepared.
supporting documentation)
6. | Ticket Stubs (void, remaining, etc.) 1 3 | After fiscal year issued.
7. | Transmittals (deposits) 1 2 3 | After fiscal year prepared.
Vai-Dine Office/Student
Activities
8. | Boad Plan Dumps (daily: by 0 90 After month prepared.
student, by meal) days days
9. | Boad Plan Recap 1 (by meal) 1 4 5 | After semester prepared.
10. | Board Plan Recap 2 (by meal) 4 5 | After fiscal year prepared.
11. | Daily Activity Reports (funds 2 3 5 | After fiscal year prepared.
recap)
12. | NAUID CadApplications iig - I* | After issued. *Semester
Sem SEm
13| Receipt Books (ID card saes) 1 2 3 | After fiscal year prepared.
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