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Refer to the schedule for the records that pertain to your area 

 

Abbreviations Used  

ACT       WHILE ACTIVE (graduated, terminated, end of semester, 

no longer attending, no longer referenced
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Retention Periods Pertain To Paper and Electronic Formats  
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention 

Rule # 

Disposition 

Student Employment 

Student Summer Contacts (flyers for 

on-and off campus employment 

opportunities) 

Active REF0000 Destroy  

Human Resources 

Position Descriptions  

Classified Staff (master file of 

classified job descriptions; retained for 

pay-range classification purposes) 

Active REF0000 Destroy  

Human Resources 

Position Descriptions 

Faculty (description of current 

positions 

Active REF0000 Destroy 
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Retention Periods 



 

 

09//2016 

 



 

 

09//2016 

 

 
Cleveland State University – Records Retention Schedule             Page 8 

Retention Periods 
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Retention Periods Pertain To Paper Copies and Electronic Formats  
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention 

Rule # 

Disposition 

Development  

Donor Gift Files (includes copies of 

checks, correspondence, selected 

individual donors, gift information, 

articles, biographies, corporation and 

foundation donors) 

 

See gifts definitions on page 2 

IND 

 

Records of non-

cash gifts retain 

during possession 

plus 4 years after 

possession is 
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Retention Periods Pertain To Paper Copies and Electronic Formats  
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention 

Rule # 

Disposition 

Environmental Health & Safety 

Hazardous Materials Radioactive 

Materials Authorized Users 

(includes applications for non-human 

use of RM; statement of prior training 

and experience; authorization for 

internal transfer of material between 

Aus; room surveys; application for 

clinical use of RAM; emergency 

notification; application for 

investigational human use of RAM) 

IND PER4030 Permanent 

(may be sent to 

Archives) 

Environmental Health & Safety 

Environmental Monitoring/Safety 

Records (records pertaining to 

environmental assessments, safety 

audits, OSHA compliance, EPA 

compliance, hazardous waste 

manifests, incident response reports, 

monitoring records, training records) 

IND 

(minimum 5 years) 

ENV1000 Review for 

permanent 

retention  

Environmental Health & Safety 

Radiation Safety (records pertaining 

to campus radiation safety program, 

authorization  of users, facility 

licensing, employee exposure reports 

and acquisition, use, storage and 

disposal of radioactive materials and 

x-ray machines) 

IND PER4030 Review for 

permanent 

retention 

Environmental Health & Safety 

Radioactive Materials 

Transportation Records (DOT 

transfer record; authorization for 

shipment of RAM; and off-site 

transfers 

IND ENV2010 Permanent 

(may be sent to 

Archives) 
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Retention Periods Pertain To Paper Copies and Electronic Formats  
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention 

Rule # 

Disposition 

Environmental Health & Safety 
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Retention Periods Pertain To Paper Copies and Electronic Formats  
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention 

Rule # 

Disposition 
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Retention Periods Pertain To Paper Copies and Electronic Formats  
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention 

Rule # 

Disposition 

Facilities 

Energy Conservation Projects 

(includes grant applications, energy 

audit data, grant award, rejection 

letters, correspondence, design and 

implementation documents, Federal 

and State requested reporting forms) 

IND 

(minimum 10 

years) 

ADM3020 Archives 

Graduate Studies/Research  

Analysis Reports Files (contains 

summaries of grant activity by 

department, college, CSU Foundation 

and university) 

IND LEG2000 Archives 

Capital Planning-Architects  

Asbestos Abatement Records 

(requests for asbestos abatements, 

completion dates and materials used) 

IND LEG3010 Archives 

Education Student Services Center 

Student Files (Completed teach 

preparation, never applied for 

certification; problem students; 

academically dismissed 

undergraduate/post baccalaureate, 

master’s educational specialist, non-

degree graduate (files may contain 

academic action notifications, 

admission letters, advising history 

notes, applications, student 

performance, graduation applications, 

interview report, correspondence, 

transcripts, etc. – includes MS Access 

Database stored on zip disks 

containing student information 

regarding programs, degree awards, 

certifications, etc.)  

IND 

(minimum Active + 

6 years) 

EDU1010 Permanent 

Academic Affairs 

Workforce Analysis (raw data, salary 

studies, institutional costs, faculty 

data, teaching loads) 

IND EDU3000 Destroy  
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Retention Periods Pertain To Paper Copies and Electronic Formats  
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention 

Rule # 

Disposition 

Education Student Services Center 

Scholarship/Grant Information 

scholarship applications and 

information, program publications, 

award information, funding agency 

documentation, correspondence, 

program statistics, rejection letters, 

committee meeting minutes, purchase 

requisitions for award  

IND EDU2000 Permanent  

Reports/Surveys (contains reports to 

agencies regarding student activity, 

surveys – e.g. Title II report card, 

teacher supply, AACTE/NCATE 

report, employment survey) 

IND 

(minimum Active + 

5 years) 

EDU3000 Archives  

Campus Support Services  

Vendor Files 

IND 

Minimum 4 years 

ACC1000 Destroy  

Board of Trustees 

Honorary Degrees (honorary degree 

recommendations, lists, information 

on candidates and recipients) 

IND ADM9910 Board of Trustees 

Storage  

Board of Trustees 

Board and Committee Minutes (files 

of the board of trustees, committees, 

governance groups documenting the 

official actions of governing bodies – 

includes agendas and meeting notices) 

IND ADM9910 Board of Trustees 

Storage – copy to 

Archives and 

microfiche/disks 

to offsite storage  

 

Departments 

other than BOT 

may destroy  

Board of Trustees 

Board and University Policies  

(trustees by-laws, University policies, 

CSU handbook) 

IND ADM3000 Place in BOT 

storage  

Compliance  

Ohio Legislative Service 

Commission Rules (codified 

university rules filed with the 

secretary of State; table of contents’ 

manuals’ correspondence-Ohio 

Revised Code) 

IND 

(determined by 

board secretary) 

LEG9900 Board of Trustees 

Storage  
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Retention Periods Pertain To Paper Copies and Electronic Formats  
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention 

Rule # 

Disposition 

IS&T 

Data Processing Hardware 

Documentation (records documenting 

operation of equipment including 

manuals, configurations and control 

systems) 

Until Obsolete ADM9900 Destroy when no 

longer used and 

all data is 

migrated to new 

hardware  

Libraries 

Library Database (application to 

track books, journals, etc) 

Until Obsolete ADM9900 Destroy  

IS&T 

Mobile Campus Loan Forms (used 

to document laptop loan to students) 

Maintain current 

semester plus one 

previous semester 

ADM9900 Destroy 

Input Documents (copies of records 

or forms designed and used solely for 

data input and control) 

Until Verified  ADM9900 Destroy 

Professional Publications, Theses 

and Dissertations 

(maintained by faculty) 

Permanent ADM9910 One copy to 

library for 

reference 

Academic Departments 

Faculty Maintained Files on 

Students 

Discretionary ADM9900 Destroy after 

student has 

graduated 

Academic Departments 

Course Materials (midterm 

examinations, quizzes, lab reports, 

term papers) 

Final Examinations (unless returned 

to student, retain 7 years those exams 

likely to bear upon a dispute) 

Active + 4 weeks 

 

 

Active + 1 semester 

ADM9910 Destroy 

 

 

Spring semester 

finals retain until 

end of 4th week of 

following fall 

semester 

Special Event Tickets (unsold 

tickets) 

3 months ADM9900 Destroy  

Testing Center 

Test Administration Records 

(rosters, summary, vouchers, seating 
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Retention Periods Pertain To Paper Copies and Electronic Formats  
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition 
Miscellaneous – Special 

Projects (records related to 

special projects that do not 

fall into any other category) 

Active + 1 year MIS2000 Destroy 

Admissions 

Applicants who do 

Matriculate Advanced 

Placement Records (forms 

and records supporting 

consideration for advanced 

placement in course(s) where 

no credit is granted) 

Active + 1 year EDU1010 Destroy 

Admissions 

Applicants who do 

Matriculate Applications 

for Admission or 

Readmission (forms 

requesting admission or 

readmission to the university) 

Active + 1 year EDU1010 Destroy 

Admissions 

Applications for 

Admission/Readmission – 

Applicants who do not 

matriculate, do not enroll, 

file incomplete or denied 

1 year EDU1100 Destroy  

Admissions 

Applicants who do 

Matriculate 

Correspondence (forms 

requesting admission or 

readmission to the university) 

Active + 1 year EDU1010 Destroy 

Admissions 

Applicants who do 

Matriculate Entrance 

Examination & Placement 
Test Reports (standardized 

test scores related to 

admission to the university 

and placement test scores) 

Active + 1 year EDU1010 Destroy  
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Retention Periods Pertain To Paper Copies and Electronic Formats  
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition 
Parking 

Special Event Reservations 

(includes special event 

reservations and guest decal 

requests) 

1 year ADM9900 Destroy 

Environmental Health & 

Safety 

Hazardous Materials 

Program Tests (certifications 

expire after 1 year) 

1 year ADM9910 Destroy 

Human Resources 

Reports – Administrative 

State Civil Service, 

Personnel, Accounting for 

Classified Employees 
(monthly and annual reports 

listing information on 

classified employees such as 

promotions, training, 

classifications, new hires, pay 

range/step, suspensions, 

terminations, etc.) 

1 year ADM9900 Destroy 

Anthropology Department  

Planning Documents 
(includes self studies and 

strategic plans 

Active + 1 year ADM1020 Destroy  

Admissions 

Letters of Recommendation 

for Applicants Who Do 

Matriculate (letters of 

reference supporting 

application to the university) 

Active + 1 year EDU1010 Destroy 



 

 

09//2016 

 

 
Cleveland State University – Records Retention Schedule               Page 20 

Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition 
Parking  

Towing Records (records of 

tows per month.  Includes 

tow forms, release forms and 

payments) 

1 year ADM9900 Destroy 

Admissions 

Applicants who do not 

Matriculate Transcripts, 

High School  

1 year EDU1100 Destroy  

Admissions 

Applicants who do 

Matriculate Transcripts 

OTHER INSTITUTIONS 

OF HIGHER LEARNING 

(records of courses taken at 

other post-secondary 

institutions and documents 

supporting prior learning, 

including credit for military 

training) 

Active + 1 year EDU1010 Destroy  

Admissions 

Applicants who do not 

Matriculate Transcripts – 

OTHER INSTITUTIONS 

OF HIGHER LEARNING 

Active + 1 year EDU1010 Destroy  
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition 
Admissions 

Applicants who do not 

Matriculate Advanced 

Placement Records (forms 

and records supporting 

consideration for advanced 

placement in course(s) where 

no credit is granted 

1 year EDU1100 Destroy  

Admissions 

Applicants who do not 

Matriculate Entrance 

Examination & Placement 

Test Reports (standardized 

test scores related to 

admission to the university 

and placement test scores 

1 year EDU1100 Destroy 

Admissions 

Applicants who do not 

Matriculate 
Correspondence (forms 

requesting admission or 

(forms 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition 
Registrar’s 

Cross Registration 

Retain 1 year after 

audit or 3 years 

after end of term 

EDU1010 Destroy  

Conference Services 

Accounts Payable (rental 
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 Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition 
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Retentio
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition 
Police Depart5500/F2 12 Tf

ectronic Formats 
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Retention Periods Pertain To Paper Copies and Electronic Formats  
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition 
AMBA/EMBA 

Programs 

Accelerated/Executive 

Masters Business 

Administration Records 

(record of payment, 

registration and 

adjustments for student in 

programs 

1 year ADM9900 Destroy 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition 
General Counsel 

H1B Investigation Files 

LCA’s that expired 

during investigation 

retain 1 year after 

investigation ends; 

LCA’s that are valid 

during investigation 

retain 1 year after 

LCA expiration date 

EDU1010 Destroy 

Proposals – Not 

Funded 

1 year ADM9900 Destroy  

Planning Assessment & 

Information  

Planning Models 

(records related to 

planning and forecasting 

for internal purposes.  

Includes annual plans, 

five year and ten year 

strategic plans and 

forecasts, facility 

requirements, growth 

forecasts) 

Active + 1 year ADM1020 Review for 

continuing value 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition 
Pending Award Files 

(applications/proposals by 

faculty members in 

pending status, awaiting 

award/denial notification 

from potential sponsor) 

2 years ADM9900 Destroy  

Student Advising, 

Tutoring Records  

Active + 3 years EDU1010 Destroy 

Admissions 

Applicants who do not 

Matriculate -  Access To 

See Letters of 

Recommendation 

Waiver  (student waivers 

for rights of access to see 

letters of recommendation 

for admission) 

Active + 3 years EDU1030 Destroy  

Classes  

Audit Authorizations 
(approval forms to audit a 

class) 

Active + 3 years EDU1015 Destroy  

Classes 

Credit/No Credit 

Approvals 

Active + 3 years EDU1015 Destroy (review 

for historical 

value) 

Classes 

Official Class Roster 
(lists of students enrolled 

for individual classes) 

Active + 3 years EDU1015 Destroy(review 

for historical 

value) 

Registrar’s   

Registration/Enrollment 

Forms 

Active + 3 years 

(retain 3 years 

after term) 

EDU1015 Destroy 

Environmental Health & 

Safety 

Radiation Safety 

Committee/Infectious 

Waste contains licenses, 

registration certificates, 

site use permits, training 

documents, member 

information, 

correspondence NIH and 

Ohio EPA regulations, 

RAM use cards, etc. 

Active + 3 years LEG5020 Destroy  
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition 

Classes 

Withdrawal 

Authorizations 

Active + 3 years EDU1015 Destroy  

Student Conduct 

Verifications 

Active + 3 years 

(inactive at end of 

semester) 

EDU1030 Destroy  

Financial Aid 

U.S. Department of 

Education Funding 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition 
Financial Aid  

U.S. Department of 

Education Funding 

Student Files (files on 

recipients, including 

FAF’s, and FAF need 

analysis reports, parental 

tax files, draft 

registration compliance 

record, award letters, 

statement of educational 

progress, basic education 

opportunity grant PELL 

files, grant in aid 

documentation, 

guaranteed student loan 

applications, health 

profession loan files, 

nursing loan files, 

scholarships, graduate 

assistantships, sponsored 

student accountsc 0 1 56uG50.88 350.88 35] TJ

E0.88 .
u sTJ

U56ts#J

U56ts





 

 

09//2016 

 

 

 

 
Cleveland State University – Records Retention Schedule                         Page 37 

Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition 

Registrar 

Student Records 

Transcript Requests 

(other than student 

requested) 

Active + 3 years EDU1030 Destroy  

Student Records 

Veterans 

Administration 

Records and 

Correspondence 

Active + 3 years EDU1020 Destroy  

All 

Departments/Offices 

Delivery Slips 
(documents sent with 

purchased goods 

indicating item(s) 

shipped) 

3 years FIN8020 Destroy  

Purchasing  

Bids – Rejected  

(Requests for 

proposals) - for 

purchases/services 

3 years FIN8000 Destroy  

All 

Departments/Offices 

Subject Files – 

President, Vice 

President, Director, 

Dean, or Chair, 

Governance files (files 

of correspondence, 

reports, memoranda, 

etc., documenting 

activities of these upper 

level administrative 

offices) 

 3 years ADM9910 Review for 

possible transfer 

to Archives  
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Facilities 
Elevator Certificates (inspections 

and  safety tests) 

Active + 3 years LEG5020 Destroy  

Human Resources  

Classified Staff Report 

Surveys, Wage and Fringe 

Benefit (surveys conducted by 

the university or college with 

area organizations in an effort 

to acquire comparative data 

regarding wage and fringe 

benefits programs) 

3 years PER9900 Destroy  

Human Resources 

Classified Staff Applicant 

Card Files (reference card file 

that lists name, address, 

telephone number, date of 

application, classification of 

individuals who have applied 

for classified positions 

3 years PER2000 Destroy  

Human Resources 

Classified Staff Application 

Files (includes application 

form, resume, test results, 

referral and interview data) 

3 years PER2000 Destroy  

University Governance Files 
– Files of minutes of 

boards/committees/governance 

groups documenting official 

actions of governing bodies 

3 years 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to 

retain record for entire retention period 

Record Retain Retention Rule # Disposition  
Human Resources 

Canceled Position Files 

application forms, 

correspondence 

sent/received concerning 

positions that have been 

canceled 

3 years PER2000 Destroy  

Human Resources 

Position Descriptions 
General 

3 years 

After superseded   

PER2000 Destroy  

Human Resources 

Position Vacancy 

Announcements (job 

descriptions for each 

university or college 

position posted) 

3 years PER2000 Destroy 

Human Resources 

Training 

Documentation 

Classified Staff On-the-

Job Training Records 

(complete training 

records for individuals 

seeking classified 

positions, includes V.A. 

approval, progress report, 

record of trainee-trainer, 

date started, hours 

worked, etc. 

Active + 3 years PER5000 Destroy  
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Retention Periods Pertain To Paper Copies and Electronic Formats   
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Art Gallery  

Gallery Show 

Information  

(includes information of 

past and present shows, 

artist’s information, 

slides, photos, exhibition 

pieces, correspondence 

concerning shows) 

3 years ADM9900 Archives  

IS&T 

Data 

Documentation/Data 

Dictionary Records 

(generally created during 

development or 

modification and are 

necessary to access, 

retrieve, manipulate and 

interpret data in an 

automated system  May 

include data element 

dictionary, file layout, 

code book or table and 

other records that explain 

the meaning, purpose, 

structure, logical 

relationships and origin 

of the data elements) 

Active + 3 years ADM9920 Destroy  

IS&T 

Data Processing 

Operating Procedures 

(records of procedures 

for data entry, the 

operation of computer 

equipment, protection 

control, tape library, 

system back up, and 

other aspects of a data 

processing operation)  

3 years after 

procedure is 

withdrawn, revised, 

updated or 

superseded 

ADM9910 Destroy  
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Retention Periods Pertain To Paper Copies and Electronic Formats   
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
IS&T 

Information Systems 

Network Usage Reports 

(summary reports and 

other records created to 

document computer 

usage for reporting  or 

other purposes) 

Active + 3 years ADM9920 Destroy 

IS&T 

Information Systems  

Hardware & Software 

Conversion Plans 

(records relating to the 

replacement of 

equipment or computer 

operating systems) 

Active + 3 years ADM9920 Archives 

IS&T 

Information Systems 

Operating Procedures 

& Hardware 

Conversion Plans 

(records of procedures 

for data entry, the 

operation of computer 

equipment, production 

control, tape library, 

system back up, and 

other aspects of a data 

processing operation) 

Active + 3 years ADM9920 Review for 

continuing 

historical value 

and potential 

transfer to 

Archives  
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
IS&T 

Information Systems 

Test Database and Files 

(routine or benchmark 

data sets, related 

documentation, and test 

results constructed or 

used to test or develop a 

system) 

Active + 3 years ADM9920 Destroy  

Business Continuity 

Office 

Information Systems 

Disaster Preparedness 

and Recovery Plans 
(records related to the 

protection and re-

establishment of data 

processing services, 

equipment and data, 

back-up files, in case of a 

disaster) 

Active + 3 years ADM9920 Archives 

Human Resources 

Job Descriptions 

3 years 

(after superseded or 

discontinued) 

PER2000 Destroy 

Human Resources 

Lay off Files 

3 years PER9900 Destroy  

Training/Development 

Records (memos, flyers, 

registration forms, etc) 

Active + 3 years PER5000 Destroy  

Capital Planning-

Architects 

Working Building 

Drawings (reference 

drawings for Architects, 

Mechanical, Electrical 

plans and details for all 

buildings, drawings of 

record) 

Active + 3 years ADM2030 Archives 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
International Services 

Foreign Student Forms 

– Applicants who do not 

Matriculate (I-9 and 

other forms.  Since many 

items included in foreign 

student records are to be 

retained for at least 5 

years, it is recommended 

that immigration and 

naturalization service 

documentation also be 

retained 5 years) 

Active + 3 years LEG5040 Destroy  

Student Waivers for 

Rights of Access To See 

Letters of 

Recommendation for 

Admission for 

Applicants who do 

Matriculate 

Active + 3 years EDU1030 Destroy  

College of Law  

Student Financial Aid 

Files (files maintained in 

the Law college financial 

aid office, includes 

Stafford loan 

applications, institutional 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Disabled Students 

Advising Records: 

Non-Permanent (records 

of students who 

matriculated whether or 

not they earned a degree.  

May include applications 

for admission or 

readmission, letter of 

recommendation, entrance 

examinations and 

placement test reports, 

advanced placement 

records, transcripts, 

medical records, academic 

action notifications, 

applications for 

graduation, documents 

regarding progress, 

transfer credit evaluations 

Permanent (includes 

change of grade forms, 

faculty grade reports, 

transcript requests – other 

than student requested)  

Active + 3 years 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Until no longer 

referenced 

EDU1010 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

EDU1000 

Destroy 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Permanent 

Storage 

Accounts Payable – 

(Amounts owed on open 

account for goods or 

services received) 

4 years ACC1000 Destroy 

Accounts Receivable 

(amounts due from others 

on open accounts as a 

result of providing goods 

or services 

4 years ACC1000 Destroy  

Controller 

Return Authorizations 

(forms for returned goods 

bought on PO, returned for 

repair or replacement, etc 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Conference Services 

Accounts Receivable – 

Rentals (rental contracts 

with full set up and billing 

information regarding each 

event from an outside 

organization utilizing 

university facilities) 

Active + 4 years ACC1000 Destroy  

Accounts Payable – 

Ledgers 

4 years ACC1000 Destroy  

Bad Debt Actions 

(overdue accounts, such as 

library fines, parking 

tickets, loans, payment for 

services rendered) 

4 years FIN6000 Destroy 

Cash Books (a report of 

institutional assets, 

liabilities, and equities; a 

periodic report, not the 

yearend report 

4 years ACC1000 Destroy 

Balance Sheets (report of 

institutional assets, 

liabilities, and equities; a 

periodic report, not the 

yearend report 

4 years ACC3000 Destroy 

Accounts Payable – 

Vouchers 

4 years ACC1000 Destroy 

Payroll 

Annuity Records 

(statement or payroll 

deduction for employees’ 

annuity plans 

4 years ACC1000 Destroy 

Controller 

Financial Reports – 

Annual (consolidated 

yearend report of financial 

situation showing asse

0 g

0 G

[((c)7(onsol)-2(idate)4(d )] TJ

ET

Q

q

50.88 1(f f)6(inanc)2dated 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  

Payroll 

Worker’s Compensation 

Payments 

4 years ACC1000 Destroy  

Payroll Department 

Payroll Expense Report 

4 years ACC1000 Destroy  

Royalty Payments 4 years ACC1000 Destroy 

Sales Receipts 4 years ACC1000 Destroy 

Waivers – For Release of 

Liability 

4 years ADM9910 Destroy  

MBE Quarterly Report 

(report of purchases from 

State certified minority 

business enterprises along 

with actual expenditures 

MBE & EDGE report and 

MBE/EDGE vendor print 

out 

4 years ACC3000 Destroy  

Residence Life  

Dorm Contracts Release 

Files (includes application, 

correspondence, and 

record of decision reached 

concerning request to 

break contracts for room 

and board) 

4 years ACC1000 Destroy 

Front Desk Balancing 
Form (financial 

transaction sheet designed 

for front desk, contains 

student/staff financial 

transactions-adding 

machine tape is attached 

and initialed by supervisor 

or student worker 

4 years ACC3000 Destroy  

Capital Planning-

Architect’s 

State 

Encumbrance/Voucher 

Files (indicated State funds 

encumbered by 

contractor/vendor with 

voucher) 

4 years ACC1000 Destroy 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Bank Deposits (record of 

deposits in banking 

institutions, includes batch 

deposits and control 

sheets) 

4 years FIN1000 Destroy  

Student Dorm Contracts 

(actual agreement between 

students and residence 

halls governing room and 

boards and fee payment  

agreements, includes meal 

plan authorizations) 

4 years ACC1000 Destroy  

Utilities Budget-

Requests/Calculations 
(calculations of projected 

use and cost for each 

utility and requested 

funding and projected 

actual costs) 

4 years
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Chargeback Billing 

Records (reports and other 

records from campus 

computer centers detailing 

charges for computer 

services.  Includes, 

monthly billing reports, 

copies of vouchers and 

bills 

4 years ACC1000 Destroy  

Health & Wellness 

Services  

Super Bill Files (record 

given to each person who 

visits health services.  

Records diagnosis, 

treatment, and charges or 

lack of charges.  Used for 

insurance claims) 

4 years ACC1000 Destroy  

IS&T 

Computer Center Time 

Billing Records (reports 

and other records from 

computer center detailing 

charges for computer 

services, includes monthly 

billing reports and 

vouchers) 

4 years ACC1000 Destroy  

Parking  

Reconciliation Records  

( record of daily tickets 

issued and returned and 

funds balance) 

4 years FIN1000 Destroy  
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Dramatic Arts 

Ticket Stubs (ticket stubs 

from tickets sold at theatre 

productions) 

4 years ACC1000 Destroy  

Parking 

Special Event Lot 

Revenue and Expense 

Sheets (record of special 

events-lots used, tickets 

issued, sold and returned, 

expenses and profit) 

4 years ACC1000 Destroy  

Parking 

Tickets Paid 

1 year ACC1000 Destroy 

Parking  

Tickets Unpaid 

 

1 year 

 

FIN6000 

 

Destroy 

Parking  

Parking Fine 

Adjustments- includes 

citation appeals & 

decisions 

4 years ACC3000 Destroy 

Parking Department  

Invoices – Outside the 
University (billings for 

parking, special events, 

reserved parking, etc.  

4 years ACC1000 Destroy  

Controller 

Federal Refund 

Adjustments (refund 

adjustments made to 

students accounts 

following Federal refund 

and ProRata regulations 

and Title IV requirements) 

4 years FIN7000 Destroy  

Controller  

Billing Runs (copies of 

bills issued to 

student/patrons, 

departments’ and third 

parties) 

4 years ACC3000 Destroy  

Chart of Accounts 

(expense account files) 

4 years
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Record Retain 



 

 

09//2016 

 

 



 

 

09//2016 

 

 
Cleveland State University – Records Retention Schedule        Page   61 

Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Research 

Grants Files – Awarded 

(files containing proposal, 

budgets, accounting 

information on grants 

received by faculty 

members from federal and 

state agencies and private 

foundations) 

Active + 4 years LEG2000 Review for 

continuing 

administrative 

and historical 

value and 

potential transfer 

to archives 

Proposals – 

Funded/Pending (includes 

financial records) 

Active + 4 years LEG2000 Archives 

Bids Accepted (for 

purchases) Requests for 

Proposals  

Active + 5 years FIN8010 Destroy  

Facilities 

Daily Energy Reports  
(total campus electric and 

steam, projected monthly 

electric use and cost 

compared to budget) 

5 years ADM9900 Destroy 

General Counsel/VP 

Finance 

Insurance Files (records 

related to coverage 

affecting liability – 

policies, amendments, 

riders, etc) 

Active + 5 years LEG3000 Destroy  

General Counsel  

Chron.  Files- Attorneys 

(files of daily activities, 

memos, faxes, emails) 

5 years ADM9910 Destroy  

General Counsel 

Memorandums of 

Understanding (MOU) 

Active + 5 years LEG2000 Destroy 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Purchase Orders 

(purchasing office’s copy 

of order to a supplier 

authorizing purchase of 

goods) 

Active + 5 years
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Leave Record 

Classified Staff (forms 

used to document sick 

leave and vacation leave.  

Includes hiring date, 

longevity date, amount of 

sick leave and vacation 

leave accrued) 

5 years PER3010 Destroy 

Government Relations 

Public Affairs Records 

(records related to 

activities and proposed 

laws) 

Active + 5 years PUB2000 Destroy  

Academic Affairs 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  

Academic Affairs  

Performance Evaluation 

Faculty Promotion & 

Tenure Files 

(recommendations, 

evaluations, materials 

submitted for promotion or 

tenure.  Tenure and 

promotion 

recommendations  

(approval or denial) and 
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C
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
College of Education 

Cooperating Teacher 
Surveys (surveys 

administ4ered to student 

for evaluation of 

cooperating teacher during 

student’s practicum  and 

student teaching 

experience) 

5 years (1 year if 

official copy 

verified in Field 

Services) 

PER3010 Destroy  

Foreign Student Forms – 

For Applicants who 

Matriculate 

5 years EDU1010 Destroy  

Student Insurance 

Records (liability) 

Active + 5 years LEG3000 Destroy  

Capital Planning-

Architects  

Capital Funded 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
General Counsel 

Student  Files (all files 

collected by the legal 

department concerning 

active and inactive 

students) 

Active + 6 years PER3000 Destroy  

General Counsel  

Contacts/Agreements – 

General records related to 

obligations under 

contracts, leases, and other 

agreements between the 

University and outside 

parties; includes contracts 

for services, purchases and 

sales, transportation, 

leases, property and 

construction, exchange of 

property, etc.; includes 

government contracts and 

grants and records required 

to be kept until 

government audit) 

Active + 6 years LEG2000 Destroy  

(copy of fully 

executed contract 

should be on file 

in general 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Graduate Student 

Petitions (forms used to 

request waiver of an 

academic regulation, for 

example, late withdrawal, 

readmission after 

dismissal, etc.  

Active + 6 years EDU1000 Destroy 

VP for Research 

University Patent Review 

Committee Activity Files 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Admissions 

Applicants who do not 

Matriculate Residency 

Status Documents 

(documents supporting 

determination of legal 

domicile(residency) 

6 years LEG5000 Destroy  

Inventory Control 

Records 

Active + 6 years ACC2000 Destroy 

Human Resources 

Student Fee 

Authorizations 
Employee benefits for 

spouse and dependents 

Active + 6 years PER1010 Destroy 

Human Resources 

Benefits Report –

Employee(annually, 

quarterly spreadsheets and 

reports 

Active + 6 years PER1010 Destroy  

Athletics 

Athletic Student Files 

(transcripts, letters of 

recommendation, course 

records, NCAA reviews 

and documents, academic 

programming, admission 

copies and high school 

records, etc. – includes 

students who have 

graduated, actively 

enrolled students, and 

students who are no longer 

actively enrolled) 

Active + 6 years EDU1010 Destroy  

Athletics 

Inventory Records 

(athletic equipment issued 

to student athletes  

Active + 6 years ACC2000 Destroy  
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to 

retain record for entire retention period 

Record Retain Retention Rule # Disposition  
Financial Aid 

Non U.S. Department of 

Education Funding 

General Administrative 

Annual Interim Fiscal 

Operations Reports 

(reports to federal 

government on 

expenditures for federal 

programs) 

Active + 6 years EDU2000 Review for 

continuing 

administrative or 

historical value 

and potential 

transfer to 

archives  

Financial Aid  

Non U.S. Department of 

Education Funding Ohio 

Bureau of Vocational 

Rehabilitation Grants 

Files (record of awards by 

state agency for 

handicapped students) 

Active + 6 years EDU2000 Destroy  

Law Clinic 

Fair Employment 

Practices Client Files 

(ELC)-  closed cases of 

FEPC, record of 

discrimination  cases,  

includes correspondence, 

pleadings, discovery, 

attorney/student work 

products, transcripts, 

exhibits and final 

settlements/judgments) 

Active + 6 years LEG4000 Destroy  

Financial Aid 

Non U.S. Department of 

Education Funding Ohio 

Instructional Grants 

Rosters (list of students 

receiving grants for current 

academic year) 

Active + 6 years EDU2000 Destroy  

 

 

 

 

 



 

 

09//2016 

 

 

 
Cleveland State University – Records Retention Schedule        Page   77 

Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Financial Aid 

Non U.S. Department of  

Education Funding 

Student Files (files on 

recipients, including FAF’s 

need analysis reports, 

parental tax files, award 

letters, Statement of 

Educational Progress, 

grants-in-aid 

documentation, guaranteed 

student loan applications, 

health profession loan 

files, nursing loan files, 

scholarships, National 

Merit Scholarships, 

graduate assistantships, 

sponsored student 

accounts) 

Active + 6 years EDU2000 Destroy  

Financial Aid  

U.S. Department of 

Education Funding Work 

Study Student Files  
(contains application, 

PERS exemption form, and 

evaluations of students 

employed under work 

study program) 

Active + 6 years 

If funding source is 

US Dept of 

Education, use 

EDU2100, Active 

+ 3 years  

EDU2000 Destroy  

Financial Aid 

Outside Source Awards 

(outside source financial 

aid award records 

including memos, letters 

and copies of checks and 

correspondence with third 

parties) 

Active  + 6 years EDU2000 Destroy  
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Financial Aid/ Student 

Employment 

Sponsored Student 
Account Files (record of 

students sponsored by 

corporations and special 

scholarships, including 

authorizations, 

transactions, account 

numbers, etc.) 

Active + 6 years EDU2000  

Financial Aid Student 

Employment 

Personnel Files 

Student Employees 

(active and inactive files.  

Student authorization 

forms, State and federal 

withholdings, PERS, step 

increases, termination 

notices, reclassification 

forms, exemption. 

Active + 6 years PER3000 Destroy 

Financial Aid Student 

Employment 

Returned Student Loan 

Proceeds 

Active + 6 years EDU2000 Destroy  

Financial Aid Student 

Employment 

Rosters (Third party 

related to student loans, 

disbursements, repayment, 

etc.)  

Active + 6 years EDU2000 Destroy  

Financial Aid Office 

Financial Aid 

Authorization Forms 

(authorizing forms for staff 

development, student fees, 

project 60, cross 

registration, and other 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
IS&T 

Data Processing 

Procurement Files 

records used in the 

procurement of system 

hardware and software 

including requests for 

proposals, quotations and 

bids, benchmark/ 

acceptance testing 

information, 

correspondence, copies of 

contracts, purchase orders, 

technical reviews, and 

vendor information 

Active + 6 years ACC2000 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 
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Record Retain Retention Rule # Disposition  
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Registrar’s  

Academic Records  

Record of academic work 

pursued.  Includes grades 

Active + 6 years EDU1000 Permanent  

Human Resources 

Classified Staff Report 

Categorical Summary 

(listing of civil service 

employees categorized by 

race and sex) 

6 years LEG5000 Review for value 

and possible 

transfer to 

archives 

Human Resources 

Staff Grievance Files 
(files containing 

information used during a 

grievance against the 

University  

Active + 6 years LEG4000 Destroy 

Human Resources 

Benefit Records – 

Contributions/Benefits 

Provided (green bar 

reports – insurance, 

COBRA,  disability, 

enrollments, adjustments, 

applications, claims, 

beneficiary designations, 

financial settlements, ASO 

insured contracts, 5500i 

plan documents, certificate 

of coverage, FMLA, ARP) 

Active + 6 years 

 

 

 

(maintain deceased 

records and any 

contracts for 10 

years) 

PER1020 Destroy  

Human 

Resources/Student 

Employment  

I-9 Forms 

Active + 6 years PER3000 Destroy  

Financial Aid 

Guaranteed Student 

Loan Applications (copy 

of student loan application, 

which is forwarded back to 

potential lending facility) 

Active + 6 years EDU2000 Destroy  
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Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Faculty Employment 

Reports Index System 
(cards or other reference 

list for all active and 

inactive faculty) 

Active + 6 years PER3000 Review for value 

and possible 

transfer to 

archives 

Leave Record 

Faculty (vacation and sick 

leave earned and used) 

Active + 6 years PER3000 Destroy  

Law Legal Clinic 

Legal Clinic Criminal 

Section Files (records 

related to client’s criminal 

cases, includes 

correspondence, pleadings, 

discovery, attorney/student 

work products, transcripts, 

exhibits and final 

judgments 

Active + 6 years LEG4000 Destroy 

 

(Retain 

indefinitely 

complaints and 

final dispositions) 

Thesis 

Proposal/Dissertation 

Forms (forms giving 

permission to form a 

thesis committee 

Active + 6 years ADM9910 Destroy  

Police Department  

Crime Reports 

Active + 6 years LEG4000 Destroy  
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Payroll 

Employment Forms 

W-4 (forms completed by 

employee showing federal 

withholding exemptions) 

Active + 6 years PER1030 Destroy 

Payroll 

Employment Forms 

W-2 

(Federal form reporting salaries, 

wages, and tips for each 

employee to the IRS) 

6 years LEG5000 Destroy 

Payroll 

Employment Forms 

Payroll Deduction 

Authorizations (all forms used 

to authorize deductions for 

charitable organizations, credit 

unions, union dues, U.S. Savings 

Bonds, etc.) 

Active + 6 years PER1030 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
IS&T 

Procurement Records – 

Hardware and Software 

(records documenting 

procurement of hardware and 

software including RFP’s, 

correspondence, duplicate 

contracts, purchase orders and 

reviews 

Active + 6 years ACC2000 Review for value  

General Counsel 

Employment 

Alien Certification Files 

(Immigration)  

(records of employee requests 

made to the Department of 

Homeland Security U.S. 

Citizenship & Immigration 

Services 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
General  Counsel  

Ohio Civil Rights Commission 

Report (annual report required 

by OCRC – includes work 

papers 

6 years LEG5000 Destroy 

General Counsel  

Legal Claims and Litigation 

(records related to threatened or 

actual litigation or government 

investigation, include pleadings, 

discovery, attorney work 

products,  transcripts, exhibits, 

final judgments and investigative 

reports – subpoenas, courts orders 

and legal billings, legal 

compliance) 

Active + 6 years 

 

Exception – 

retain 

indefinitely 

complaints and 

final dispositions  

LEG4000 Destroy  

General Counsel   

Copyright Property Disclosure 

Files(contains certificate of 

registration for faculty members, 

includes agreements giving CSU 

the right to publish – includes 

preparation, filing, maintenance) 

Active + 6 years LEG7000 Archives  

Tech Transfer  

Patent/Intellectual Property 

Disclosure Files (private, State 

and Federal organizations 

policies concerning copyright 

materials and other intellectual 

properties including disclosure 

agreements and correspondence 

Active + 6 years LEG7000 Archives 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Capital Planning-Architects       

Blueprints (the as-built 

construction drawings) 

LOB- + 6 years ADM2035 Review for 

continuing value 

and potential 

transfer to 

archives  

Capital Planning-Architects  

Construction Projects Design 

Review Committee (minutes, 

agendas, correspondence and 

general information.  Committee 

responsible to review site and 

elevation plans to ensure 

compatibility with surrounding 

projects and master plan) 

Active + 6 years ADM2030 Review for 

continuing value 

and possible 

transfer to 

archives  

Environmental Health & Safety 

Construction Projects 

Environmental Impact 

Assessment (used to determine 

potential environmental concerns 

existing at site prior to demolition 

and construction) 

LOB + 6 years 
(life of building) 

ENV1010 Destroy 

Review for 

historical value  

Facilities 

Residence Halls HUD Reports 

(annual reports filed with the 

federal government concerning 

operation of residence halls) 

6 years LEG5000 Review for 

continuing value 

and possible 

transfer to 

archives  

Employment Law Clinic 

Student Work Product Files 

(student work products includes 

client memos, letters, stude4nt 

time records)
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Incident Reports  Active + 6 years LEG4000 Destroy 

Police Department 

Police Reports – Arrests (report 

of arrest, criminal citation, or 

uniform traffic citation issued to 

offender) 

Active + 6 years LEG4000 Destroy 

Police Department 

Police Reports Campus 

Security Act and uniform 
Crime (reports produced in 

compliance with federal 

programs) 

6 years LEG5000 Review for 

continuing value 

and possible 

transfer to 

archives  

Police Department 

Transportation Logs – 

Injury/Ill Person (reports 

created by university police on ill 

or injured persons transported to 

local hospitals from campus) 

Active + 6 years LEG4000 Destroy  

Motor Pool 

Motor Vehicle Records 

(includes title, insurance, and 

maintenance documentation) 

Active + 6 years ADM2020 Destroy  

Proposal Approvals – Th



 

 

09//2016 

 

 
Cleveland State University – Records Retention Schedule        





 

 

09//2016 

 

 
C



 

 

09//2016 

 

 
Cleveland State University – Records Retention Schedule        Page   100 

Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Capital Planning-Architects 

Construction Projects – Design 

Development (design of project 

is fully described with regard to 

the basic building systems and 

materials as well as all special 

systems needed to support the 

program 

Active + 6 years ADM2030 Archive
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Property Control 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Speech & Hearing 

Clinical Records (records of 

clients presently receiving or 

have received therapy in the past) 

10 years after the 

most recent 

encounter – 

minors keep until 

age of majority 

plus 10 years 

PER4010 Archives 

Organizational Charts Active + 10 

years 

ADM3000 Archives 

Utility Problem Files 

(correspondence with staff and 

utility companies concerning 

utility issues/problems.  Includes 

reports and studies.) 

10 years ADM9900 Destroy  

College of Education- 
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Retention Periods Pertain To Paper Copies and Electronic Formats   
Department shown in “blue” is considered the official keeper of record and required to retain record for 

entire retention period 

Record Retain Retention Rule # Disposition  
Capital Planning-Architects  

Administration – Project Files 

(documentation of evolution of 

and changes in space 

configuration and assignment for 

capital construction and large 

scale local renovation 

10 years ADM2030 Archives
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