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Department Example record types 

Governance & Board Board agendas, approved minutes, trustee votes, bylaws, charter 

Finance & Procurement 
Budgets, annual audits, vendor invoices, purchase orders, ERate 
forms 470/471 

Human Resources Staff roster, certifications, salary schedule, performance evaluations 

Student Information Enrollment rosters, attendance summaries, discipline logs 

Special Education IEPs, related-service logs, psychological evaluations 
Technology & 
Cybersecurity Device inventory, endpoint alerts , incident response plans 

Health & Safety Nurse logs, immunization records, SAVE plan, drill reports 

Facilities & Operations Building leases, inspection certificates, copier service contracts 

Transportation Bus vendor contracts, route summaries, incident reports 

Athletics & Extracurricular Team rosters, concussion forms, coach certifications 

Food Service CEP documentation, meal count sheets, health inspections 
Marketing & 
Communications Press releases, newsletter templates, archived social-media posts 

Legal & Compliance Data-sharing agreements, FOIL request log, litigation files 
Grants & Federal 
Programs ESSER spending logs, Title I-IV reports, grant applications 
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