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UNIVERSITY OF BRITISH COLUMBIA: Records Retention Schedule and Disposal Authorities (RRSDAs)

http://www.library.ubc.ca/archives/rrsda.html
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a UBC Archlves

The Library &

Archival Resources Umver5|ty Htstory Records Management Virtua

Displays Search

Records Retention Schedule and Disposal
Authorities (RRSDAs)

Note: These are draft records retention guidelines, and have yet to be
officially approved by the University. They are presented here for the
information of record-keeping staff in UBC offices and departments. If you
have any questions or comments, please contact us.

e Awards and Financial Aid Records - 001

Student Financial Aid Dockets - 001-01

Unsuccessful Financial Aid Applications - 001-02

Donor Files - 001-03

External Donor Files - 001-04

Entrance Scholarship Award Applications - 001-05

Summer Session Bursary and Scholarship Applications - 001-
06

o Computer Reports for Selection of Award Recipients - 001-07

0 0 0 0 0 o

e Financial Records - 002
o Accounts Payable - 002-01
Bank and Endowment Accounting - 002-02
Cashier - 002-03
Computer Reports - 002-04
Data Management - 002-05
General Accounting - 002-06
Payroll - 002-07
Research and Trust Accounting - 002-08
Treasury - 002-09

o 0 0 0 0 0 0 o

¢ Personnel Records, Faculty - 003

Faculty Files - 003-01

Other Academic Personnel Files - 003-02
Post-Doctoral Fellows - 003-03

Applications for Advertised Faculty Positions - 003-04
Applications and Inquiries - 003-05

o

0 0 0o o
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UNIVERSITY OF BRITISH COLUMBIA: Records Retention Schedule and Disposal Authorities (RRSDAS)

http://www.library.ubc.ca/archives/rrsda.html
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¢ Personnel Records, Staff - 004

o Employee Files - 004-01

o Student Assistant Files - 004-02
Student Appointment Files - 004-03
Employee Records Database (IHRIS) - 004-04
Employee Relations - 004-05
o Memoranda of Agreement - 004-06
o Job Descriptions / External Advertisements - 004-07
o Workers' Compensation Board Claim Files - 004-08
o Job Evaluation Files - 004-09

o 0 o

¢ Research Grant Records - 005

Animal Care Commitee Files - 005-01
Human Ethics Committee Files - 005-02
o Committee Files - 005-03

Grant Applications - 005-04

Grant Accounts - 005-05

o o

o O

e Student Records - 006

o Academic Records Database (SIS) - 006-01
Student Dockets, Undergraduate - 006-02
Student Dockets, Masters - 006-03
Student Dockets, PhD - 006-04
Student Record Cards - 006-05
SIS Change of Registration Forms - 006-06
SIS Error Reports - 006-07
Records of Unsuccessful Applicants - 006-08
Medical Certificates - 006-09
Sessional Evaluations - 006-10
Review of Assigned Standing Requests - 006-11
Change of Grade Forms - 006-12
Reports of Grades - 006-13
Applications for Graduation - 006-14
Faculty Lists for Graduation - 006-15
In-Absentia Graduation Cards - 006-16
Requests for Replacement Diplomas - 006-17
Convocation Programs - 006-18
Supplemental Examination Records - 006-19
Broadsheets - 006-20

0O 0 0 0O 0O 0O 0O 0O 00O 0O OO O 0 0 0 O O

UBC LIBRARY VAULT Location (Wayfinding at

Policies FAQ Contact Us

© UBC Library 2002-08 — Last updated: 27 February, 2006

\_ /

SPEC Kit 305: Records Management - 147



DUKE UNIVERSITY: University Records Retention Guidelines
http://library.duke.edu/uarchives/about/records-management/retention_guidelines.html
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+ Recommended Retention and Disposition Guidelines for Medical Center Records
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« Student Affairs Effective May 4, 2005
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UNIVERSITY OF GEORGIA: Records Retention Guidelines

http://www.usg.edu/usgweb/busserv/guidelines/

Records Management

University System of Georgia

Contact Us!

Records Retention Guidelines

The intent of the Records Retention Guidelines is to establish consistent record retention practices by
member institutions of the University System of Georgia, in order to allow ongoing compliance with
federal and state law, including the Georgia Records Act (O.C.G.A. 50-18-90 et seq.), and to meet
requirements of external entities, such as accrediting bodies. The Guidelines consisting of a list of more
than 400 different types of records organized into 19 categories, have been developed from inventories
submitted by the 34 institutions and should be consulted to determine the minimum retention time for a
particular type of record.

The Guidelines are not intended to be exhaustive in scope nor will each institution necessarily generate all
of the records listed. Certain types of records may also appear under two or more categories. The
retention period for each listed record in the Guidelines is the minimum period of time that an institution
must maintain that particular record to meet legal and/or fiscal governmental directives, if available. If
no such retention criterion exists for a particular record, the retention period is the Georgia statute of
limitations for legal claims, plus one year, applicable to that type of record. Maintenance of a record in
excess of the retention period, the physical location of records during the retention period, and the media
selected to maintain records are institutional decisions to be influenced by the resources and needs of
each institution, although an internally consistent retention practice is encouraged within each institution.

The Board of Regents Office Resources administers the Records Retention Guidelines and is the source for
information and /or answers to questions concerning implementation of the Guidelines. The Coordinator
of Office Resources shall approve all additions to, deletions from, and revisions of the Records Retention
Guidelines.

return to top

Introduction | Guidelines | Training | Series | Series Index | Home

©2008 Board of Regent of the University System of Georgia
Last modified: September 16, 2007.

Home Introduction Guidelines Training Series Search/Series Index
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GEORGIA INSTITUTE OF TECHNOLOGY: Retention Requirements

http://www.library.gatech.edu/archives/records_mgmt.html
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4 RECORDS CENTER
« Transferring Records

C in r

| RETENTION
REQUIREMENTS

* Secure Destruction
» Vitat Records
* Electronic Records
RELATED RESOURCES
< ARCHIVES

QUICK LINKS
| Lolicktoselect -8

i

: INFORMATION ABOUT: Home >> Retentlon Requirements

RELATED DOCUMENTS:

Retention Requirements

As a state institution, Georgia Tech is required to
- adhere to the guidelines set forth in the Georgia
' Records Act and the Georgia Open Records Act.
. Retention schedules, or gquidelines, are created as a
* means to organize and ciassify records so that they
- can be maintained in accordance with iegal
' requirements,

The Board of Regents of the University System of
' Georgia have created records retention guidelines for
university system schoois. These guideiines indicate
' the minimum amount of time institute records shouid
- be retained. Campus departments transferring
. records to the Records Center are asked to adhere to
- the Board of Regents' guidelines. These guidelines
are available at:

. » Board of Regents Retention Guidelines

. If you have questions about organizing your records
i material, please consult Archives and Records

F Management staff.

. Georgia Open Records Act

" As a public institution, Georgia Tech is subject to the
. Georgla Open Records Act. This law requires that all
. documents or records created and maintained by

Georgia Tech, as weil as those created by empioyees
« in the course of their work, be made available for

public inspection upon request.

 The law does exempt some personal and confidential

information, such a Social Security numbers and

. proprietary information, from disclosure.

. If your department receives an Open Records

request, notify the Georgia Tech Office of tegal

- Affairs immediately. The Office of Legal Affairs'
: guidelines for handling an Open Records request are
. available at:

OR Retention
Guidelines

|

[&] record Transfer Form
[ Box Lae!

E Record Retrieval Form

Records Decision Tree

» Onen Records Act Procedures

N
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GEORGIA INSTITUTE OF TECHNOLOGY: Records Decision Tree

http://www.library.gatech.edu/archives/forms/records_decision_tree.pdf
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Records Decision Tree

Is the document an original or official

Georgia Tech business record?

/

Electronic Hard copy
Identify retention
period and move to
secure file server.

Center storage.

Retain until retention
period expires.

Retain active records in
current files; forward inactive
material to Records

(Yes) (No
N’
Check Board of Regents’ Retain only active
Retention Guidelines for records.
appropriate retention period
¢ Shred or delete when
Has the retention period material is no longer
expired? useful or current.
&D
G
Identify format

Is the document relevant to

any ongoing or anticipated
litigation?

N>

/ hold is released; resume
Does record have continuing normal retention practices.

historical value?

r@/ \r@

v

Yes

Retain per procedures until
litigation is settled.

Release record when legal

Contact Georgia Tech

Seek authorization

Archives to determine for destruction.
disposition. Shred or delete per
@ GT procedures.
CEndD
E&D

/
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UNIVERSITY OF ILLINOIS AT CHICAGO: UIC Records Management—Approved Records Schedules
http://www.uic.edu/depts/lib/specialcoll/rda/RDA.shtml

Plain Text Home Page

UG R University Library

About Us UICCAT Services Resources Site Search

Special Collections and University Archives
UIC Records Management - Approved Records Schedules

A record schedule is a listing of types of records maintained by a campus unit. The record schedule
establishes how long records must be retained, and how these records may be disposed of at the end of the
retention period. According to Illinois state law, each campus unit must have an approved records schedule.

Record schedules that have been approved by the Illinois State Records Commission are available below in
pdf format. If your unit has an approved records schedule and you would like to dispose of inactive records,
you will need to submit a Certificate of Disposal form to the Illinois State Archives. This form is available for
download here: Certificate of Disposal form

If your unit has historical records to send to the University Archives, please contact the Archives at 312-996-
2742 or at ASK a Librarian

If you do not see a record schedule below for your unit, please contact the University Archives at 312-996-

2742 or Ask A Librarian, and we will prepare one with you.
" e e et et e = - —— o e —
i f the Ch ello 16 - Archi 11 - ral Arts 12 - CUPPA
Arts iences
13 - Applied Health 16 - Medicine 17 - Nursing 19 - U of I Hospital
- Public H h 46 - Library 53 - Admin. Info. Sys. 54 - Admissions &
Records
59 - Office of Student
Affairs

3 Office of the Chancellor

e 3/4 Vice Chancellor for Academic Affairs and Provost
bili
e 3/5 Vice Chancellor for Student Affairs
o Office of International Services
o Office of International Services

e 3/7 Vice Chancellor for Research
o ce of International Criminal

o Office of International Criminal Justice
o Office of Social Science Research
e Vice Chancellor for External Affairs

o Community Relations
Return to Top

6 Architecture & Arts

N
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UNIVERSITY OF ILLINOIS AT CHICAGO: UIC Records Management—Approved Records Schedules
http://www.uic.edu/depts/lib/specialcoll/rda/RDA.shtml

K

. a 1- se M m

o City Design Center
Return to Top
11 College of Liberal Arts and Sciences
» African-American Studies
Return to Top
12 College of Urban Planning and Public Affairs
e Ut Plannin i rogram
. ic Dev Nathali nter
o Office of the Dean
Return to Top
13 College of Applied Health Sciences
e Disability and Human Development
Return to Top
14 College of Dentistry
. tal Clini
Return to Top

16 College of Medicine

° f Medicine - All Site
o Registrar
e Pediatrics

e 16/24 Department of Physiology and Biophysics
o Human Resources

Return to Top
17 College of Nursing
. ical-Surgical Nursin
Return to Top
19 University of Illinois Hospital
. ul rvi Administration
Return to Top

20 School of Public Health

/
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UNIVERSITY OF ILLINOIS AT CHICAGO: UIC Records Management—Approved Records Schedules
http://www.uic.edu/depts/lib/specialcoll/rda/RDA.shtml
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o Administration
Return to Top

46 University Library

o All Departments
e Special Collection
e 46/1 Administration

o Personne| Office
Return to Top
53 Administrative Information Systems and Services
° r ion i
Return to Top

54 Office of Admissions and Records

e Registration and Records
e Registration and Records

U istrar
Return to Top
59 Office of Student Affairs

o Office of Career Services

Return to Top

Last updated: Tuesday, 10-Jun-2008 10:44:58 CDT

right © 2006 The Board of Trustees of the University of Illinois
rivacy Notice | Public Formal Grievance Proced (.doc)

Library Home  About Us UICCAT Servic Resources Site S Ask A Librarian
UIC UNIVERSITY LIBRARY | 801 S. Morgan, M 4 | Chicago, Illinois 60607 | (312) 996-2716 | Contact Us
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IOWA STATE UNIVERSITY: University Records Retention Schedule

http://www.lib.iastate.edu/spcl/arch/retention.html
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1 .] IOWA STATE UNIVERSITY

UNIVERSITY RECORDS RETENTION SCHEDULE

To assist in the transfer of permanent records to the university archives:

General Records Retention Schedule (revised January 2005)

These schedules were specifically developed for offices needing additional information
about the permanent records coming to the University Archives:

Accounts Receivable Retention Schedule (created December 12, 2003)
Controller's Office (currently being revised)

Office of the Provost Retention Schedule (currently being revised)
Student Records Retention Schedule (created November 12, 2001)

For additional guidelines on the transfer of permanent records to the University
Archives.

Background:

The university retention schedule was created in 1991, by the lowa State University
Records Management Committee. The members were Ronald J. Ackerman; Jean W.
Adams; Charles J. Deutsch; Lamry H. Ebbers; Judy A. Hankins; James A. Hopson; Toni
M. Johnson; Rabindra Mukerjea; W. Dean Nelson; Wayne O. Ostendorf; Dorothy A.
Pimlott; Alan M. Russell; Ralph R. Sudbeck; Victor Tamashunas; Doyle E. Wilson;
Stanley M. Yates; and Joyce Van Pilsum.

In 1997, the Committee, with the concurrence of the Provost, determined that the
University Library would have responsibility for the transfer of permanent records to the
University Archives and revise the Retention Schedule as necessary. In 2000, the
University Library created the position of the University Records Analyst. The Analyst,
in conjunction with the Head of the University Archives, works with university offices to
ensure the transfer of permanent records documenting lowa State.

[bottomnav.html]

/
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KENT STATE UNIVERSITY: Welcome to the Records Retention reference site

http://www.kent.edu/universitycounsel/RecordsRetention/Welcome.cfm

search KSU { 9o ]
P

text verqnon

EXCELLENCE /n Action

. ¥ Policy Register ¥ Record Retention Schedule ¥ Hold Harmless Data Sheet

Main Topics:

Frequently Asked
Questions

Ofﬁce Functlons
Our Staff

Announcements

(oo Ut | Welcome to the Records Retention reference site

University Outreach

i ,and Tralnmg . R o .
Gaiibre Seardh How to Navigate this Site:

the E-Inside Archive e In the GOLD BAR above, cick on the "Record Retention Schedule” link to open an

Vendor Code of additional five links.

Conduct and Supplier e "Welcome" is the page you are on now.

Diversity ief o de e "Index by Area" directs you to a list of areas and the records retained by each area

: (along with the retention schedule).

e "Index by Record" is an entire listing of the records.

e "General Schedule" is a .PDF of the base records retention schedule.

e "Download Record Destruction Form" is the form to be used when a record reaches the
end of its schedule and must be destroyed.

e Use the "Records Retention Schedule" to search the records database.

Records Retention Introduction:

Pursuant to University Policy 3342-5-15, the Office of University Counsel has created this site
to assist campus personnel in managing University records for which they are responsible.

The University has adopted the records retention schedules recommended by the Inter
University Council (IUC) which are contained in this site. You will also find “General
Schedules” adopted by the University for routine types of records.

Records listed in the General Schedules may be disposed of without approval of the Office of

University Counsel. All other records for which you seek destruction require the approval of the
Office of University Counsel and the University Archivist. Both of these officers are available to
assist you.

Contact:

James R. Watson

Associate University Counsel
E-mail: jwatson1@kent.edu
Phone: (330) 672-2982

Fax: (330) 672-7821

Contact:

Stephen H. Paschen
University Archives
Email: spaschen@kent.
Phone: (330) 672-1639
Fax: (330) 672-9318
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UNIVERSITY OF LOUISVILLE: Records Retention Schedules

http://library.louisville.edu/uarc/recmgmt/scheds.htm

4 N

S UNIVERSITY OF Coarcaog o s
\JQ) LOU 'svl LLE UofL Home Blackboard GroupWise ULink

LIBRARIES : UNIVERSITY ARCHIVES & RECORDS CENTER

Records Retention Schedules

Find the pertinent records schedules in the list below or search by keyword: =

| (‘search

University Retention Schedule (under construction)

General Schedule
- Fiscal
General R ds - Miscellaneo
enerat R - Personne

General Records - Student/Course Records

Individual Office Schedules

Bookstore

Bursar

Central Stores

Controller

Department of Public Safety
Food Services

Personnel Offi

Physical Plant

Purchasing

Real Property

Sponsored Programs
Student Affairs Financial Aid
Technology Records

U of L Internal Schedule - Records Not on Kentucky
Model University Schedule

Questions about these procedures and schedules should be directed to the University Archives and Records
Center at 6674 or by e-mail (this address is for use by university personnel only.)

Go_to Records Management page
University Archives and Records Center | University of Louisville | Louisville, KY 40292 | Phone: 502-852-6674 | Fax:
502-852-6673
Site.Index.|.Comment Form.| Staff Intranet

© 2008 University of Louisville. All rights reserved. ;
UofL A-Z Index | People Finder | Contact UofL

\_ /
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MASSACHUSETTS INSTITUTE OF TECHNOLOGY: Records Retention Schedules
http://libraries.mit.edu/records/schedules.html

K

Records Management Program at MIT

Institute Archives and Special Collections

Records Retention Schedules

Financi t ention Schedules

Technology Licensing Office Recor i i | Departments,
. Laboratories, !

A records retention schedule is a document created to i and Centers:

e describe the records and indicate how they should be ! Keep
handled after they are no longer actively used. | Financial
¢ establish official retention periods and ensure timely
disposition of the records according to their legal,
financial, and historical value.
e ensure compliance with legal, financial, and other
regulatory requirements of the organization.

The Institute records retention schedules remain in the custody
of the Records Management Program, administered by the
Institute Archives and Special Collections.

The first records retention schedules at MIT were established in
the late 1970s and early 1980s. In 2002, the Financial Data
Retention Project, initiated by the Institute Auditor to improve
financial record-keeping practices at MIT, led to a
comprehensive survey of the financial records created or
received by the Controller’s Accounting Office. A new set of
financial data retention schedules was established and
approved by the MIT administration (coming soon). Efforts are
currently under way to update and/or create retention
schedules for other types of Institute records (personnel,
student, academic).

Please contact us for advice on how to create or update record
retention schedules for your office or department.

Last modified 8/11/06

N
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OHIO STATE UNIVERSITY: Records Retention Schedules

http://library.osu.edu/sites/archives/retention/schedules.php
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The Ohio State University Help Campus map

%E\”ll% University Libraries @ University Archives

a
UNIVERSITY

OSUL Home | “Find ' Borrow | *About OSUL | ‘Libraries @ ‘Learn | Off-campus Sign-in

Byrd Polar

~

Find people Webmail @@:}m

My Record ' Help

A |The Ohio State University Archives

; RECORDS RETENTION SCHEDULES
John Glenn .

Archives

Retention &

eMa | EREeCs. :Dr;rmmous Disposmon TrRansiENT RIM Links Laws 8 Recs,

The OSU Archives has recently updated and expanded our offering of General Records Retention Schedules
Records | and are now making it available in a more user friendly consolidated searchable PDF format. This schedule
. governs the minimum retention and final disposition of records (created and/or received at OSU) in compliance
with policies of The Ohio State University and The Ohio Revised Code. For more information please review our

Management Statement of Authority web page...
i ‘ a General Records Retention Schedule [366KB PDF - i g A g & Finanoial, G Administrative,
miversity T ay, Legal, P I (Faculty/StattiStudent), and Student & Course Records - updated February 26,

Manuscripts » 2008]
Q Searching Instructions

Umiversity Photo a In addition to these general schedules a variety of departments/units have unique records which have been
scheduled for retention and disposition with the approval of the University Archivist. Follow the Units with

Archives Unique Schedules link to view the a list of these schedules...

Archives : Ifyou are unable to find the a records retention schedule that fits your need, please submit a query on

Main Menu our Ask an Archivist page.

Onlime Exhibits

SEARCH INSTRUCTIONS

/
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OHIO STATE UNIVERSITY: Records Retention Schedules
http://library.osu.edu/sites/archives/retention/schedules.php
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This PDF Opens :
in “Fu" Pa e” " Psshogy OHIO
View wit
Bookmarks along ‘ et UNIVERSITY
the left-hand side. :

One can page
through or scroll
through the
document
manually
browsing and
searching...

GENERAL
RECORDS RETENTION SCHEDULE

The Olvn State Univerye, S8

B O T E e Y O ENEr T

- N [P ) o v Bt g e

TOP OF PAGE

™ ensctud dome 20071 119, pdf - Adobe dcrobat Protestioasd
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| Seuchng nstnscioes
Records Retensioes

General Records Retention Schedute
...Or one can ey
“click” on a
Bookmark and
conduct a more
targeted browsing
search...

Soriay Tithe Additional Teer iption Retantion  Dhposition 0IC Code Motes

EAE Il Click on Bookmark Link
T i to 4o shout ebad to brom xhedubs 4 Sack oy cyein o o AIEIWOY  w e
| by categories '
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UNIVERSITY OF OREGON: UO Records Retention Schedule

http://libweb.uoregon.edu/records/schedule/

K

O UNIVERSITY OF OREGON

UQO Libraries

Home 7 Find Resources  Research Assistance 1 Library Services 1 About the Libraries Ask a Librarian :: My Account

UO Records Retention Schedule

The site is intended to serve the needs of campus users. If you are having any difficulty searching,
using, or understanding the Records Retention Schedule or the site, please contact the Electronic
Records Archivist, Erin O'Meara.

¢ For basic access to the records retention schedule, please use the links to record series based
on functional sections.

Notice of Revision
The records retention schedule is now updated with the revisions from the 2003 review.

What's a Records Retention Schedule?

A Records Retention Schedule is an important element in a system to identify and manage the records
that document the activities and history of an organization. A Records Retention Schedule sorts out the
important kinds of documents and specifies how long they have to be retained, for legal and for
historical purposes. Most organizations create vast numbers of records, and can't afford to manage and
perpetually maintain all of them; a good Schedule specifies which records need attention so
unimportant items can be routinely discarded. Other elements in the records management system
include a good tracking mechanism; strict methods of maintaining confidentiality; and active, effective
communication between record creators, users and the Records Manager.

A Records Manager is a highly specialized information professional who is trained to analyze, inventory
and describe records series to facilitate management and preserve organizational history. The
University Records Manager is responsible for creating and implementing the Records Retention
Schedule, overseeing the timely and confidential destruction of outdated records, and working with
record creators and users to ensure the system operates effectively and usefully. In addition to the
University Records Manager's responsibilities, the University Historian/Archivist curates and preserves
the rich historical trove of the permanent collections, and helps make them broadly accessible to
students and researchers through presentations, exhibits, reference service, and active community
involvement. In a single day, the University Archives may work with a historical document from the
1860s, photographs from the Rose Bowl, last year's e-mail about curriculum revisions, a poster from
the Elvis concert at Mac Court, a microfilmed dissertation from 1980, and 500 linear feet of admissions
records that have outlived their prescribed lifespan.

Navigating this Site

If you don't know the name of a record series, you can probably find it by consulting the Functional
Sections, which are organized by the purpose of the record. For example, if you have a question about
admission documents, you can look at the Functional Sections and figure out that admissions records
will be part of the Student Records section, and follow the links to the precise series you want. If you
do know the series name, you can use the alphabetical index (below) to find the page you want.

/
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UNIVERSITY OF OREGON: UO Records Retention Schedule
http://libweb.uoregon.edu/records/schedule/

/
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A-B C-D E-G H-M N-P Q-W
Understanding and Using the Schedule

The Oregon University System Records Retention Schedule was developed as a joint project between
the archivists of the University of Oregon, Oregon State University, and the Chancellor's Office of the
Oregon University System. This electronic version replaces the paper Records Manual last issued in
1996. This schedule has been customized for the University of Oregon to include information regarding
the holder of the record copy of each series at the UO. In keeping with the commitment of University
Archives to improve distribution of information to the campus community and in order to assist in the
reduction of paper use, we are making the scheduie available only on the Internet. The University
Archivist will retain one paper copy; University Archives will print no additional copies. Please
remember that if you choose fo rely on a printout from the Schedule, you cannot be assured that the
printed information is still valid.

The Records Schedule is an Oregon Administrative Rule (OAR 166-475) and subject to all applicable
laws and regulations. It is also a "minimum/maximum” schedule, which means that records are to be
kept by University offices for as long as the retention period and no ionger. To meet legal and fiscal
obligations, it is very important to destroy records in a timely, regular, and appropriate fashion.
Please consult our_Procedure for Confidential Document Destruction for information on how to properly
destroy confidential information.

This Schedule is a descriptive, not a prescriptive, document. This means that the records series
described were developed by inventorying, analyzing, and describing the records of representative
offices of the University. The series describe records as they are kept by many units; the series do not
prescribe how offices and departments should or must keep their records. Offices that don't have
records as described in the schedule need not be concerned that they are in violation of state law and
rules.

Minimum-Maximum Rule: The retention periods listed in the University Records Retention and
Disposition Schedule are both "minimum" and "maximum" retention periods as established in state
administrative rules. Minimum and maximum retention periods mean that a record series must be kept
as long as the retention period listed in the schedule, but no longer. It must be kept for the length of the
retention period and then promptly disposed of as directed by the schedule.

Exceptions to the Maximum Rule: There are exceptions to the maximum retention period rule. Records
may be kept for a period of time exceeding the established retention period if they are involved in
litigation, criminal or civil investigation, audit, or continuing administrative use. Under no circumstances,
however, is a record to be kept for a shorter time period than the schedule requires.

Some of the series in the schedule may seem outdated or irrelevant to current practices. For a variety
of reasons, it is still important to have these series in the schedule: some of the records in an outdated
series may not be past their retention period, and some of the institutions in the University System may
still be using those types of records. The existence of a records series in the schedule does not
mandate its creation or use by the University of Oregon.

Format
Quick and easy use of the following schedule is dependent upon understanding the meaning of each
component of a record series disposition.

”Number within the section of the Administrative Rule. Title of the record series “
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UNIVERSITY OF WESTERN ONTARIO: Records Retention and Disposal Schedules

www.lib.uwo.ca/archives/retention_schedules/retention_schedules.shtml
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Schedules

01 Administration

02 Human Resources

03 Financial Resources

04 Real Property and Movable Assets
05 Student Affairs

06 Community Services

07 Teaching

08 Research and Development

09 Information and Communications
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YALE UNIVERSITY: Information for Yale Offices. Records Schedules

http://www.library.yale.edu/mssa/ua_schedules.html
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