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I T E M  NO.  ) DESCRIPTION OF I T E M S  OR RECORD SERIES I ACTION TAKEN 

S m l l  Business Development Center Program 

5- I Small Business Development Center Program Files 

Dates: 1984 - 
Volume: 12 Cu. Ft. 
Annual Acccmulaticn: 2 Cu. Ft. 
Arrangement: Chronoloqical 

This record series contains forms submitted to the Department cf 
Commerce and C o m i t y  Affairs by the lead centers and subcenters of 
the Small Buslness Development Center (SBDC) Program. This file 
includes U.S. Small Business Administration (SBA) forms 1062 and 888. 
SBA Form 1062 is the "Xanagement Assistance Counseling Record", 
reporting the topic cf the counseling session provided to a small 
business owner such as business start-up, government procurement or 
personnel among others as well as the number of contact hours, prep- 
aration hours, travel hours and any problems or comnents noted by the 
counselor. SBA Form 1062 contains confidential client information. 
SBA Form 888 is the "Yanagement Training Report", surmrarizing informa 
tion about training seminars conducted by the lead centers ana sub- 
centers. 

Recomnen6ation: Retain two (2) years in office, then transfer to 
the State Records Center for four (4) years, then 
Eispdse of providing all audits have been complet 
under the supervision of the Auditor General, if 
necessary, and no litigation is pending or antici 
pated. 

6. / SBDC Contract Files 

Dates: 1984 - 
Volume: 32 Cu. Ft. 
Annual Accumulation: 10 Cu. Ft. 
Arrangement: Numerical by 5 digit code assigned to the lead and sub- 

centers 

This record series contains the grant files of the Small Busines 
Development Center (SEDC) Program, including the'contractual and othe 
grant agreements between the Department of C o m r c e  and C o r m i t y  
Affairs and the SBDC lead centers and subcenters and correspondence 
with each grantee. 

Recomnendation: Retain three (3) years in office, then transfer t ~ i s p c s f t i c ~  A the State Records Center for three (3) years, the ~ ~ ~ ~ l ; : a  
dispose of providing all audits have been completk 
under the supervision of the Auditor General, if 
necessary, and no litigation is pending or antici 
pated. 
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ITEM NO. ( OESCRlPTlDN OF ITEMS OR RECORD SERIES 

7- I SBDC Admjnistrativc Correspondence and Reference File 

Dates: 1584 - 
Volume: 8 Cu. Ft. 
Annual Accumulation: 4 Cu. Ft. 
Arrangement: Alphabetical 

This record series contains the administrative correspondence an4 
reference file of the Small Business Development Center (SBDC) Program, 
including the Program's contract with the U.S. Small Business Admini- 
stration# quarterly reportsr personnel files and correspondence with 
individuals and organizations such as the National Federation of I n d e ~  
pendent Businesses (NFIB) . I 

1 Recornendation: Retain three (3) years in office, then weed files 
disposing of any mterial which no longer has ad- 
ministrative value and provided all audits have A pprovcd 
been completed under the supervision of the Audit 
Generalr if necessary, and provided no litigation 
is pending or anticipated. 

Eneray Management Program 

Dates: 1983 - 
Volume: 2 Cu. Ft. 
Annual Accumulation: 1 Cu. Ft. 
Arrangement: Alphabetical by findproject 

This record series includes energy infcrmation of firms applying 
for business energy lcans, correspondence between DCCA and t h e f i m .  
Actual loan forms are nmintained by the Finance Division. 

Recomndation: Retain four (4) years in office, then transfer tc 
the State Records Center for two (2) yearsr then 
dispose of providing all audits (federal and stat 
have been completed under the supervision of the 
Auditor General# if necessary1 and no litigation 
is pending cr anticipated. 

9. ( Contract Files I 
Dates: 1983 - 
Volume: 1 Cu. Ft. 
Pmual Accumulation: t:egligible 
Arrangement : Chronological 

Disposif ion 

? Approved 


