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	Text21: Time Capsule Process
	Text22: 04/07/2022
	Text23: Michael Gutierrez
	Text24: Executive Council
	Text25: President's Cabinet
	Text26: cc. Student Leadership Program and Dean of Engagement and Completion
	Text27: To capture the culture of the academic school year within the Sacramento City College traditional time capsule.
	Text28: Historically, the campus has buried a time capsule of major events and public impacts on campus each academic year. Since 2017, the tradition has not continued. This OM seeks to continue and guide the time capsule tradition for as long as applicable.
	Text29: To establish a process for physical and digital data time capsule storage, including updating campus leadership and developing a task calendar/timeline. 
	Text30: -The Student Leadership program is responsible for gathering items to place within the time capsule. 
-The Student Leadership program Supervisor is responsible for introducing and guiding student leaders’ involvement in the time capsule.
-The Dean of Engagement and Completion is responsible for finalizing the time capsule  contents with the Student Leadership program, and will submit capsule contents to the Associate Vice President of Enrollment and Student Services (AVPESS).
-AVPESS will provide update to President, Public Information Office (PIO), Operations Director, and to President's Cabinet members. 
-Operations will bury the time capsule.
-Specific details for physical and digital data time capsule storage, and task calendar/timeline, are included in OM 5.B.1 Attachment. 
-Time capsule will be opened every 100 years. Salvageable contents to be stored in secure location (for example in Archives).  
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	Text32: John Dixon, AVPESS
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