Clark’s Encyclopedia of Records Retention covers 95% of the business records
created and used by businesses and other organizations in the United States.

Clark's Encyclopedia of Records Retention

Over 4,000 business records titles and suggested retention periods
...from Intersect Systems Inc.

for computers running
Microsoft® Windows® 95, 98, NT,
ME, 2000, XP, or Vista
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Record Records Series Title / Description Retention MV
Clark's Encyclopedia of Records Retention Series E|l
No. Total DT
Toxa0 State Agences P 10-1 C10 Abandoned-property deposit records—histary of all assets, incuding 10 M| X
Texas Local Governments la description of the type of check or deposit. turned over to the

State Controller because of inactivity for the required number of
3 ) | 102 C10 |Abandoned-property ledgers—lists item number. name. date of last 30 M| X
DisplayAlliiiics lentry. account number, amount, and monies refunded
Select] UnSelectd| [ | 103 C10 |Abandoned-property recorda—genoaiic or negaiiakle ° 30 WX
B B Enter Select String...

includes cross references

abandoned-property ledge e
i

® | 10-4 C10  |Abandoned-property vouct Qi) e 6 (Or after audit, whic

abandoned properties Query String consultantd

Eile Utili
B x 10-6 C10  |Acquisitions, mergers, congl| Start Of Field C). Entire Field C) Any Part OF Field @) 99 M

dispositions—includes agre

documents, and financial
| 106 C10 |Agreements—insurance pol 1 {fter superseded.

the name. address. and location of property leased by the company

Schedule List, Codes

View Selected Titles

X

Life of corporation

View Summary

| 10-7 C10  |Agreements securing debt securities issued 3 ffter redemption {

n 10-8 C10  |Amounts recovered in connection with losses and of claims against 6 M
insurance companies

| 10-9 C10  |Analysis or cost reports showing quartities of materials used, unit 6
costs. and number of man-hours in connection with completed
construction projects
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Clark’s Encyclopedia is available with two software options:
With Retention Viewer / Researcher

e Easily access the Encyclopedia’s 4,000 records titles and descriptive information, including records retention and
disposition guidelines, with simple point-and-click operations.

e Use the Find and Query functions to quickly and easily locate record series titles and descriptions by searching or
querying using words or phrases.

¢ Refine and extend a query to quickly drill down on any subject or category that is being researched. Point-and-click
operations make the Query function intuitive and very easy to use.

e Select Records Series of interest from the Encyclopedia, automatically copying them into a temporary area for
convenient review.

Retention Developer / Manager / Researcher includes the above functions, plus

e Create and print a Retention Control Schedule for your organization by locating and selecting appropriate Records
Types in the Encyclopedia with simple point-and-click actions for automatic inclusion in your Control Schedule.

o Edit or revise Records Types and the accompanying descriptive text as appropriate.

e Create additional Records Types and descriptions using the built-in editor and then add these to your Control
Schedule.

e Create sub-sets of your Control Schedule for different departments, using point-and-click operations to select only
those Records Types appropriate for each department.

e Publish your Control Schedule and Departmental Sub-Schedules in printed form, or export the schedule and convert it
into an .html document for publication on the Internet or an intranet using Microsoft® Office®, or publish the schedule
over a LAN or WAN using Intersect’s optional Retention Viewer software.

e Use with Intersect’'s Records Control and Management System (RCAMS) records database to manage your data
center. Retention Developer / Manager / Researcher is compatible with the RCAMS records database; RCAMS can
read the Control Schedule and encoded retention parameters, and calculate and assign retention periods as records
containers are created.

Intersect Systems Inc. e Post Office Box 540907 e Grand Prairie, Texas 75054-0907
www.intersectsystems.com e e-mail: newintel@newintel.com e Tel. (972) 641-7747 Toll Free (888) 745-4151
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