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1. Training Program - Subject File.

Memorandums, . telegrams, and other documentation on the training
program for communications and electronic information handling
technology covering applications, automated data processing office
equipment and systems, career training, certification, classes,
consultations, curriculums, design, developments, education, e-
mail, evaluations, information management systems, installations,
liaison with other government agencies, 1local area networks,
maintenance, operations programs, planning, problem solutions,
professional development, radio equipment, specialized security
training, software, standards, technical training programs,
telephone systems and equipment, training policies and procedures,
trip reports, weekly activity reports, and other related subjects.

Arrange file by TAGS and Terms. Cut off file at the end of each
calendar year.

DISPOSITION: Destroy when 3 years old.

2. Student File.

Telegrams, and other documentation on individual training received
covering attendance records, certifications, classes, courses,
curriculums, evaluations, funding, instructor notes, rosters,

schedules, transcripts, travel vouchers, and other related
subjects.
Arrange file by student name. cut off file at termination of

employment with Department.

DISPOSITION: Retire to RSC 1 year after cut off date. Destroy
5 years after cut off date.

3. Training Course Lesson Plans.

Plans of instruction, 1lesson plans, training support materials
(audio-visuals), participant course book, and other handout
materials, and correspondence and memorandums relating to completed
development and / or revision.

Arrange by course plan.

Disposition: Destroy 5 years after course has been revised
or terminated.





