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Title: Time CapsuleProcess

Date: 04/07/2022

Memorandum:

To: Michael Gutierrez
ExecutiveCouncil

From: President'€abinet
cc. Student_eadershigProgramandDeanof EngagemenandCompletion

Purpose: To capturethe cultureof theacademicchoolyearwithin the Sacrament&ity College
traditionaltime capsule.

Background: Historically, the campushasburiedatime capsuleof majoreventsandpublicimpacts
on campuseachacademig/ear.Since2017 thetraditionhasnot continued.This OM
seekgo continueandguidethetime capsuldraditionfor aslong asapplicable.

Policy: To establisha procesdor physicalanddigital datatime capsulestoragejncluding
updatingcampudeadershinddevelopingataskcalendar/timeline.

Process: -The StudentLeadershiprogramis responsibldor gatheringtemsto placewithin thetime

capsule.

-The StudentLeadershiprogramSupervisoiis responsibldor introducingandguiding student
leaders’involvementin thetime capsule.

-The Deanof EngagemenandCompletionis responsibldor finalizing thetime capsulecontents
with the StudentLeadershiprogramandwill submitcapsulecontentdo the AssociateVice
Presidendf EnrollmentandStudentServicefAVPESS).

-AVPESSwill provideupdateto PresidentPublicInformationOffice (P10O), Operations
Director,andto President'€abinetmembers.

-Operationsill burythetime capsule.

-Specificdetailsfor physicalanddigital datatime capsulestorageandtaskcalendar/timelineare
includedin OM 5.B.1Attachment.

-Time capsulewill beopenecevery100years.Salvageableontentgo be storedin secure
location(for examplein Archives).
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Point of MalissaKekahu,ExecutiveAssistant

Contacts:
JohnDixon, AVPESS

Vote: 4 Yeas
0 Nays
0 Abstentions
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