RECORDS RETENTION SCHEDULE

| Record Category | Retention Schedule | Responsible Department
Academic



Academic Search Records 3 years Academic Departments
Academic Department 3 years Academic Departments
Meeting Minutes

Academic Administrative 3 years Provost’s Office (except for

Search Records (i.e. Deans,
Associate Deans, Associate
Provost)

Provost search documents,
which are sent to Human
Resources)

Grievances

No cause findings, 3 years
from determination. Cause
findings, permanent

Provost’s Office

Collective Bargaining
Agreements

Permanent (one copy of
each of past agreements)

Provost’s Office

Chairperson election forms;
chairperson compensation
files

Permanent

Provost’s Office

Faculty travel applications
and records of awards

Permanent part of
individual faculty
member’s file

Provost’s Office

Academic Accreditation
Documents

Permanent

Provost’s Office

Provost Committee Files:
Faculty Handbook, Faculty
Personnel, Academic Policy
Committees, Faculty
Development Board, Board
on Rank and Tenure

Permanent; retired to
storage in Archives after 3
years

Provost’s Office

Commencement Files

Permanent; retired to
storage in Archives after 3
years

Provost’s Office

Correspondence, Financial
Accounts, Budget Accounts,
University of Success
Records

5 years

Library

Animal Welfare Records

3 years after completion of
research or other activity

Office of Research &
Sponsored Programs
(ORSP)

Human Subject Records

3 years after completion of
research

Office of Research &
Sponsored Programs
(ORSP)

Grant and Contract
Applications, Proposals &
Supporting Documentation

3 years from the date the
annual FSR is submitted,;
for financial, statistical
and other records, 3 years
from submission of Final
Project Report

Office of Research &
Sponsored Programs
(ORSP)




Student Life Records

Student Publications Transfer to Archives as Student Life
distributed; permanent
Counseling Center Files 7 years after last scheduled | Counseling Center

appointment

Student Health Services Files | 7 years after last scheduled | Student Health Services
appointment

Student Groups and Permanent Student Life
Organizations
Student Handbooks Transfer to Archives as Student Life

distributed; permanent




Student Worker Records 1 year Office of Campus
(budget, time-entry, payroll), Ministries

Drivers’ Training

Information, Retreat

Registration Cards

Community Outreach Budget | 4 years Center for Service and

Social Justice

Community Outreach
Personnel Information

3 years after employment
ends

Center for Service and
Social Justice

Community Outreach SJLA | 1 year Center for Service and
Time Sheets Social Justice

Current International Service | 1 year International Service
Program Applicants, Work Program

Orders

International Service Permanent International Service
Program Alumni Records Program

International Service 3 years International Service

Program Evaluations,
Scholarship/Fellowship
Information

Program

Waivers and Releases of
Claims — Ministry Student
Travel

3 years from end of trip

the Ministries department
that gathered the releases
and/or sponsored the trip

Equity and Diversity
Records

Affirmative Action Plan
Sexual Harassment and

2 years

Equity & Diversity







CDS, Fact Books,
Enrollment Reports,
Graduation Reports

Permanent-paper copy..
Transfer to archives after
Middle States Self Study
(10 year cycle). Permanent
electronic datasets

Planning and Information
Management (PIM)

Enrollment Statistics
(STATOL1 reports)

Permanent. Transfer to
archives after Middle
States Self Study (10 year
cycle)

Planning and Information
Management (PIM)

Studies/Reports: Assessment,
Benchmarking,
Environmental Scans,
Databriefs, Academic
Profile, Climate Study. CAP,
Strategic Plans, Tactical
Plans

Permanent. Transfer to
archives after Middle
States Self Study (10 year
cycle)

Planning and Information
Management (PIM)




Corporate and Governance
Records

Articles of Incorporation and
Bylaws

Permanent; amended from
time to time

President’s Office (current
version); Archives (prior
Versions)

Minutes of Board of Trustees | Permanent President’s Office (1985
Meetings on); Archives (prior years)
Minutes of Board Committee | Permanent President’s Office
Meetings

Honorary Degree Files Permanent President’s Office

University Council Meeting
Minutes

After 1 year, transfer to
Archives

University Governance
Council

Human Resources Records

Individual Employee Files
(including application,
resume, payroll,
appointment/salary forms)

6 years after employment
ends. When a charge or a
lawsuit is filed, all relevant
records must be kept until
final disposition.

Human Resources

Federal Reporting of Fringe
Benefit Plans (form 5500)

6 years after employment
ends

Human Resources

Individual Employment
Contracts

3 years after employment
ends

Human Resources

Master Salary Records/Files

5 years (electronic)

Human Resources

Vets 100 Report

1 year (electronic)

Human Resources

PA New Hire Reports

3 years (electronic)

Human Resources

Health Insurance (HIPAA)
Records

6 years

Human Resources

I-9 Forms (Faculty and Staff)

3 years, or 1 year after end
of employment (whichever
IS greater)

Human Resources

Occupational Injury or
Illness Records

5 years following the end
of the calendar year they
cover.

Public Safety







Agreements, Lines of Credit,
Letters of Credit, Liquidity
Facilities

7 years

Senior Vice President for
Finance & Administration

Bond Issue Document Books

20 to 40 years — at least
the life of the bonds

Senior Vice President for
Finance & Administration

Financial Committee
Minutes (Financial
Management Committee,
Committee on Responsibility
in Investing, Mid Atlantic
Catholic Risk Management
Group, Capital Facilities
Committee)

5 years, then transfer to
Archives

Senior Vice President for
Finance & Administration

Insurance Records (Policies,
Claims, Art Collection
Records, Auto Fleet and
Insurance Consortium Files)

5 years after the insurance
is in effect

Senior Vice President for
Finance & Administration

Investment Advisor/Manager | 7 years Senior Vice President for
Agreements and Reports Finance & Administration
Real Estate Tax Files and Permanent Senior Vice President for

Voluntary Contribution Files

Finance & Administration

Tuition and Fees Records

5 years, then transfer to
Archives

Senior Vice President for
Finance & Administration

Internal Audit Reports and
Supporting Documents

Grant Documents

10 years for reports; 3
years for supporting
documentation

3-5 years

Senior VP for
Finance/Schneider Downs

Grant Accountant




Financial Data with
supporting Documentation.
This includes Financial
Statements; Federal and State
Returns; reports to third
parties such as IPEDS;
NACUBO; HEGIS; Banks;
Rating Agencies, Peer
Institutions; etc. Also
included are reports
applicable to payroll and
various labor statistical
reports and applications for
permits, licenses, tax refunds,
etc.

10 years

Controller

Monthly Investment Reports
applicable to endowments;
bonds; unitrust; annuities;
bank statements and related
documents including all
supporting documentation
applicable to the transactions
indicated in the respective
report.

7 years with the exception
of Investment reports
which are retained 10
years excluding
Endowment Investments
which are permanent.

Controller

General Ledger Activity with
all supporting documentation
including restricted,;
unrestricted funds; fixed
assets; property and plant
accounting records.

10 years

Controller

Alternative Loan Rosters,
CT, OH, VT, and DE state
Grants, Need Merit List, Pell
Grant Information, Student
Folders, SWSP Payroll
Budgets Reported for State
Aid Purposes

3 years

5 years

10

Financial Aid

Financial Aid




Construction Contracts, Documents related to Purchasing
including bids, RFPs, IFBs, | accepted bids —
specifications, justifications, | permanent; documents
etc. related to rejected bids — 2
years after completion of
the capital improvements
Credit Card Documentation | Paper and electronic -- Purchasing
and Receipts Files completion of an audit or 3
years, whichever is longer
Equipment and Maintenance | 1 year after disposal or Purchasing

Records
Purchase Orders

trade-in of equipment

7 years; if blanket
purchase orders related to
an active, open contract, 7
years after completion or
termination of contract.

11




Records of Disposal or 30 years Environmental Health &
Abatement of Toxic and Safety (EHS)

Hazardous Waste

Records of Hazardous Waste | Permanent Environmental Health &

Generation

Safety (EHS)

Records of Hazardous

30 years after end of

Environmental Health &

Substances Exposure employment Safety (EHS)
Records of Disposal or 30 years Environmental Health &
Abatement of Asbestos Safety (EHS)
Records of Testing, 7 years Environmental Health &
Inspection and Repair of Fire Safety (EHS)

Protection Equipment

Records Related to
Measurement of Noise in
Work Environment

30 years after end of
employment

Environmental Health &
Safety (EHS)

Records of Periodic
Inspections of Extinguishing
Systems

Until container is re-
inspected or its life

Physical Plant

Bucket Truck, Personnel
Lifts, and Elevator Standards
and Certification Records

5 years

12

Physical Plant




Written Report and
Evaluation of External
Disaster Plans

4 years

Physical Plant

Roof Warranty

Life of building

Physical Plant

Utility Readings, Tool Issue

Until person leaves

Physical Plant

Office Equipment Files

Until equipment is
replaced

Physical Plant

Physical Plant Policies and

Until equipment is

Physical Plant

Procedures replaced
Maintenance and Repair Until information is Physical Plant
Files updated

Building Maintenance
Records

Life of building

Physical Plant

Boiler and AC Water
Treatment Records

3 years

Physical Plant

Campus House Records

Student Damage Records

Life of building

3 years

13

Physical Plant/ Resident
Hall (RH) Maintenance
Physical Plant/RH
Maintenance







