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9-1	General Correspondence

	Description:	File includes correspondence of the division.

	Volume:	1 cubic foot per year

	Disposition:	Retain in office three (3) years, then destroy.
		Transferred from Schedule 85-09, Series 20-1, January 19, 2017


9-2	Development File for Curriculum Projects

	Description:	File contains correspondence, reports, proposals, lists, agendas, and minutes of meetings related to various long term or pending instructional materials projects.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office.  If accepted, transfer to General Records Disposition Schedule, Series 2-91. If not accepted, retain in office until no longer required for administrative purposes, then destroy.
		Transferred from Schedule 85-09, Series 20-8, January 19, 2017


9-3	Presentations/Visits

	Description:	File contains materials pertaining to presentations at meetings or workshops or visitations, such as correspondence, agendas, minutes, handouts and evaluations.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
 			Transferred from Schedule 85-09, Series 20-10, January 19, 2017
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9-4	Copyright Files

	Description:	File consists of copies of requests from ODCTE to reproduce copyrighted material and responses; requests from others to reproduce ODCTE copyrighted materials and responses; copies of correspondence dealing with registration of materials with the U.S. Office of Copyright; copies of completed registration forms; and lists of books copyrighted.

	Volume:	less than 1 cubic foot per year

	Disposition:	Retain in office permanently.
				Transferred from Schedule 85-09, Series 20-20, January 19, 2017

9-5	Conferences File

	Description:	File consists of agendas, minutes, programs, reports, notes and related materials prepared for or received at a professional conference.

	Disposition:	Retain in office until no longer required for administrative purposes, then destroy.
			Transferred from Schedule 85-09, Series 20-24, January 19, 2017

9-6	Instructors and Curriculum Meetings

	Description:	File consists of agendas, minutes, reports and notes prepared for or received at meetings with instructors or concerning curriculum.

	Disposition:	Retain in office three (3) years, then destroy.
[bookmark: _GoBack]		Transferred from Schedule 85-09, Series 20-26, January 19, 2017

