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New employees, as a part of new employee orientation, will need to complete CPTC's internal "Records 
Management" training. At least every 36 months, all employees who prepare, use, or retain records 
relating to business conducted by CPTC must complete CPTC's internal "Records Management" training. 

Additionally, in order to send records to the State Records Center, employees must complete "Using the 
State Records Center" training. 

Visit the College website under records management for resources. 

APPROVAL: 

By:--, -- --- --- Date: 7 ... / f 
-

Larry Clark, VP for Finance & Administration 


