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Agency Information 
Agency:  
(Name and Code) 

Records 
Officer: 

Sub-Agency 1: Email: 

Sub-Agency 2: Phone: 

Date of Request: 

Record Series Information 
Series ID:  
(if new leave blank) 

Series Title: 

Series Description: 

Retention Period: 

Disposition: Archive   Destroy 

Comments: 

Access Restriction: 

Vital Record?: Yes Record Format: Paper Electronic 

No Microfilm Analog A/V 

Electronic 
Recordkeeping 
Plan required?: 

Yes Electronic Recordkeeping Plan on file: 
(Title and Approval Date) 

No 

Click Submit to 
Email Form 

Attachment 5


	Agency Name and Code: Kansas State University, 367
	Records Officer: Cliff Hight
	SubAgency 1: 
	Email: chight@ksu.edu
	SubAgency 2: 
	Phone: 785-532-3420
	Date of Request: 
	Series ID if new leave blank: 0025-367
	Series Title: Coursework records
	Series DescriptionRow1: Records created by instructional staff and students used to document students’ performance leading to a final grade. These records may include scores from assessment, feedback from instructors, coursework participation, and communications between students and instructors.
	Retention Period: See comments
	CommentsRow1: Eight (8) academic (fiscal) years after grade is initially issued.

Academic units and instructors, in conjunction with the Office of the Provost and Senior Vice President, are responsible for keeping and maintaining these records.
	Access Restriction: KSA 45-221(a)(1)(9), 20 U.S.C. § 1232g; 34 CFR Part 99
	Electronic Recordkeeping Plan on file Title and Approval DateNo: 
	Checkbox 1: Off
	Check Box3: Yes
	Check Box4: Yes
	Check Box5: Off
	Check Box6: Off
	Check Box7: Yes
	Check Box8: Yes
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