	CHANDLER UNIFIED SCHOOL DISTRICT – RECORD RETENTION LABEL

Copy Center & Mail Room Records
SITE/DEPT.:     BOX:     

	 FORMCHECKBOX 
  20258.Photocopier Usage Records (including monthly reports of photocopier usage by organization unit)
 FORMCHECKBOX 
  20259.Work Orders (requests from organizational units for duplication services at the Copy Center) 
 FORMCHECKBOX 
  20260.Mail Room Mail Pickup and Delivery Records (including mail logs, copies of certified or registered mail receipt forms, signed pickup and delivery receipts from Federal Express, United Parcel Services (UPS), and other related records)

 FORMCHECKBOX 
  20261.Postage Meter Records (including number and classification of items mailed by agency and office, daily record of meter readings, applications for postage meter license and other related records)

 FORMCHECKBOX 
  20262.Postal Charge Records (general accounting records for postal activities including report of monthly charge out totals (by organizational unit), voucher for refund of postage fees, and receipts for postage

 FORMCHECKBOX 
  20263.Statements of Bulk Rate Mailings (certification to the United States Postal Service (UPPS) that mail is properly prepared and presorted, qualifying for bulk rate mailing, including bulk mail account log and USPS bulk Mail Statement)
	CONTENTS NOTES 
     

	School Year:        
	Shred Year:           
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