Northland Pioneer College Archive & Higher Learning Commission Resource Center
Document Requests
August 25, 2011 

To ensure documents are accessible & understandable in the future, please do the following:
(Pretend it is 2020 and someone needs these documents)
1) Use the report calendar to know when the reports, etc. are due.  Minutes are due as soon as they are approved.  Reports should be sent when approved or accepted.
2) Provide report, document, approved minutes in either PDF or MSOffice format.  Do not copy the information and paste it into an e-mail message.
3) Include

a.  Date created.
b. Mark of approval 
c. College name and report name (or complete committee name – no abbreviations).
d. Explanation of how data was obtained and/or what it means.
e. Explanation of any abbreviations used in data columns or narratives.

f. Name of creator or compiler if possible.
4) Standardized file name.  Include in the name:

a. Clear abbreviation or complete name.
b. Date of creation (xx,xx,xxxx).
c. Use underscore if you must separate words – can also run all words together.  Do not have blank spaces in the file name.
d. Use same file name design for all future reports of that type or from that committee, in other words do not change the order or abbreviation of name elements.  Pick 1 and stick with it please.
i. DGBMinutes3102009

ii. DGBMinutes12032008
iii. LMTAdvComm01102009

iv. FinAidSum2006_2007 
v. 2001_2002JLBC   

5) Add the college archive e-mail address to your distribution list so that copies are always sent for archiving whenever they are compiled & approved.    archives@npc.edu
6) View the HLC web site and view the various documents to see what can be added. http://www.npc.edu/hlc-resource-center
7) Send current, approved documents (unless back issues were missing or have been requested).  Do not send a document or report and ask if it is newer or the same as previous file.  Please check accuracy and currency yourself.

Thank you very much!
