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Finance Record Retention Schedule
Fiscal Year 2009-10

Record/Document Name or Type Number of Years Division Department

1099 Forms Shredded after 10 years Finance Accounts Payable
Accounts Payable Ledgers Current Year + 1 Finance Accounts Payable
Accounts Payable Records Current Year + 7 Finance Accounts Payable
Accounts Receivable (Miscellaneous) Current Year + 7 Finance Accounting
Annual Budget Permanent Finance Resource & Allocation 
Annual Financial Report Working Papers Permanent Finance Accounting
Annual Financial Statements (Audited) Permanent Finance Accounting
Bad Debts (Journal Entry Backup) Permanent Finance Accounting
Bank--Cancelled Checks Current Year + 7 Finance Accounting
Bank Reconciliation Current Year + 7 Finance Accounting
Bank Statements Current Year + 7 Finance Accounting
Bills of Lading Current Year + 7 Finance Accounts Payable
Bond Indentures Permanent Finance Treasury Operations
Cash Receipt Register Current Year + 1 Finance Accounting
Cash Receipts, Deposits Current Year + 7 Finance Accounting
Certificates of Deposit Until cashed & audited Finance Accounting
Certificates of Stock, Bonds, etc. Until cashed & audited Finance Accounting
Collection Agency Statements Three Years Finance Credit & Collections
Credit Memos Current Year + 7 Finance Accounting
Endowment Initial Unitization Logic Permanent Finance Accounting
Endowment Quarterly Unitization Schedules Permanent Finance Accounting
Endowment & Scholarship Gift Files Permanent Finance Accounting
Expense Reports (Accounts Payable) Current Year + 7 Finance Accounts Payable
FISAP Reports (Including Federal Work Study) Permanent Finance Student Loans
Fixed Asset Additions--Substantiating Documents Permanent Finance Resource & Allocation
Fixed Asset Inventory Document Permanent Finance Resource & Allocation
Fixed Asset Retirements--Related Details Permanent Finance Resource & Allocation
General Ledger Transaction Report Permanent Finance Accounting
General Ledger/Journal and Supporting Documents Permanent Finance Accounting
Grant Documents & Related Information 5 years after completion of grant activity Finance Accounting
Income Tax Payment Checks - Wire Requests Permanent Finance Accounting
Interdepartmental Billing Permanent Finance Accounting
Journal Entry Permanent Finance Accounting
Perkins Loan Activity Reports and Files Permanent Finance Student Loans
Purchase Order Cancellation Current Year + 7 Finance Purchasing
Purchase Order Documentation Current Year + 7 Finance Purchasing
Purchase Order Line Item Current Year + 7 Finance Purchasing
Purchase Orders/Requisitions Current Year + 7 Finance Purchasing
Purchase Order, Vendor Invoices Current Year + 7 Finance Purchasing
Purchase Records (unless otherwise defined) Current Year + 7 Finance Purchasing
Real Property Indefinitely Finance Resource & Allocation
Shipping and Receiving Reports Current Year + 7 Finance Accounts Payable
Shipping Papers Indefinitely Finance Accounts Payable
Student Loan Ledger (FYE Run) Permanent Finance Student Loans
Student Receivable--Drop/Add Records Current Year + 7 Finance Student Loans
Student Receivable--Individual Student Files Current Year + 7 Finance Student Loans
Student Receivable Ledgers Current Year + 7 Finance Accounting
Student Receivable Transactions (Daily Work) Current Year + 7 Finance Accounting
Student Repayment Deposits Two Years Finance Student Loans
Student Balance Write-offs Until Scanned, Then Permanent Finance Credit & Collections
Tax Correspondence Permanent Finance Accounting
Tax Records of Employee Wages Permanent Finance Accounting
Tax Return Support Permanent Finance Accounting
Tax Returns and Work Papers Permanent Finance Accounting
Trial Balance (FYE Run) Permanent Finance Accounting
Trust/Bequests Indefinitely Finance Accounting
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Human Resources Document Retention 

Human Resources Document Retention 







RECORD RETENTION POLICIES 
OFFICE OF THE PROVOST 
METROPOLITAN CAMPUS 

 
 
ROOM RESERVATIONS 

• Forms for internal reservations are maintained for one year. 
• Folders for external reservations (including contract, room reservation form, 

correspondence, rental charges,etc.) are maintained for two years. 
• Copies of check deposits to Finance are maintained for seven years.  Beginning 

September 2009, Finance required copies of external reservation contracts and 
rental statements for the yearly audit. 

• On-line reservation program (LIBRIS) stores reservation information for two 
years. 

 
ALL FORMS FOR THE CAMPUS PROVOST 

• Including purchase orders, PINS, PRFS, special payroll notices, student forms, 
check requests, hiring packets, etc  

• The above forms maintained for seven years. 
• Provost correspondence files date back to 1996. 

 
FACULTY FILES 

• Faculty files (including hiring packets, faculty evaluations, SPNS and 
correspondence) go back 1996. 

• Retired and deceased faculty files are kept separate from current faculty files. 
• The official faculty files are maintained by each college (per Human Resources). 

 
STAFF FILES 

• Staff files (including hiring packets, SPNS, correspondence, etc.) go back to 1996. 
• Seven years after a staff member leaves the University, the file are shred (per 

Human Resources). 
 
SPECIAL ACCOMMODATIONS FILES 

• Files maintained since 2003/2004 when Dr. Greenfield assumed this 
responsibility for students with special needs at the Metropolitan Campus.  The 
Counseling Center has archives for these students which also go back to 
2003/2004.   

• The files include the following: 
Special needs disclosure form, request for specific accommodations, 
recommendation from special needs committee and Dr. Greenfield’s letter 
to applicant regarding the committee’s decision. 

 
 
 
 



 
All forms/files which are purged are shred. 
 
Copies of many department records are sent to the Office of the Provost as an FYI.  The 
department maintains the original records.  These records include, telephone bills, budget 
printouts, Board of Trustee information, reconciliation statements from the Division of 
Student Affairs, etc.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
         1/19/10 



Office of the General Counsel

Document Retention Schedule

TYPE OF RECORD

OFFICIAL 

REPOSITORY DURATION

Agreements Intellectual Property Agreements (i.e., Licenses, 

Options, Settlement Agreements (Including For 

Interferences), Interinstitutional  Agreements)

University Advancement 

Permanent

Agreements  Employment Agreements Office of General Counsel 7 years after employment ends

Agreements  Intellectual Property Agreements Office of General Counsel Permanent

Agreements  Real Estate Sales Agreement  

5 Years From Expiration / 

Termination of the Agreement

Board of Trustees

Board of Trustee  Agenda, Meeting Minutes, 

Notices & Corresponding Materials Office of General Counsel Permanent

Board of Trustees

Board of Trustee and Committee Membership 

Lists  Office of General Counsel Permanent

Board of Trustees

Board of Trustee and Committee Resolutions, 

Motions, Enactments Office of General Counsel Permanent

Board of Trustees

Board of Trustee Committee Agendas, Meeting 

Minutes, Notices

& Corresponding Materials

Department Responsible for 

Managing Meetings  Permanent

Board of Trustees

Board of Trustee Committee Related 

Documentation and

Correspondence

Department Responsible for 

Managing Meetings  Permanent

Board of Trustees Board of Trustee Minutes Office of General Counsel Permanent

Board of Trustees

Board of Trustees Completed  Conflict of Interest 

Forms (Trustees) Office of General Counsel Permanent

Board of Trustees

Board of Trustees Policies, Procedures and 

Protocols Office of General Counsel Permanent

Board of Trustees By‐laws Office of General Counsel Permanent

Board of Trustees  Trustee Curriculum Vitae University Advancement  Permanent
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TYPE OF RECORD

OFFICIAL 

REPOSITORY DURATION

Corporate Documents

Governing Records, i.e., Charter, Articles of 

Incorporation, Merger or Division and Related 

Documentation Office of General Counsel Permanent

Intellectual Property Copyright Records  Office of General Counsel Permanent

Intellectual Property Patent Records Office of General Counsel Permanent

Intellectual Property Trademark Records Office of General Counsel Permanent

Legal

Claims (University Not a Party) 

Subpoenas/Document Requests   Office of General Counsel 1 Year

Legal

Claims Preservation Notice (Litigation Hold 

Notice)  Office of General Counsel

One (1) Year After Final Disposition 

of Claim

Legal Claims Subpoenas/Document Requests   Office of General Counsel

One (1) Year After Final Disposition 

of Claim

Legal Consent Orders Office of General Counsel Permanent

Legal Court Orders  Office of General Counsel Permanent

Legal Judgments  Office of General Counsel Permanent

Legal Litigation Files  Office of General Counsel

5 years after termination of 

litigation

Legal Releases  Office of General Counsel Permanent

Legal Settlements Office of General Counsel Permanent

Real Estate Leases Office of General Counsel 5 years after termination of lease

Real Estate

Prepatory/Acquisition Documents (e.g. Closing 

Documents / Binder, Due Diligence, Legal 

Descriptions, Maps, Drawings, Surveys, Titles, and 

Deeds)   Office of General Counsel Permanent

Real Estate

Property Deeds, Easements, Licenses, Rights of 

Way,  Leases, Rights of First Refusal, Remainder 

Interests,  Mortgages Office of General Counsel Permanent

Real Estate Real Estate Correspondence   Office of General Counsel 5 Years

Real Estate Title Insurance Policies  Office of General Counsel Permanent

Real Estate

Zoning Records (including but not limited to 

variances,  special use)  Office of General Counsel Permanent
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Wroxton College

Document Retention Schedule

TYPE OF RECORD  OFFICIAL REPOSITORY DURATION

All financial records Director of Operations 7 years

Student examination papers Director of Operations 3 years

Student records Director of Operations Permanent

All other documents Director of Operations

Dependent upon expected historical 

interest (and storage space)

Wroxton College  2/22/2012



 

Petrocelli College Records Retention.doc 02/22/2012 

Petrocelli College 
Document Retention 

 
 
Undergraduate Records 
Associate Degree and Bachelor of Arts in Individualized Studies:  
Academic Grade Transcripts: All hard copy transcripts have been converted to microfiche and all 
subsequent transcripts are maintained electronically.  Hard copy of admissions records are maintained 
for 10 years.  Registration forms are maintained for 10 years.  All other undergraduate records are 
maintained by Enrollment Management and Enrollment Services. 
 
Graduate Records 
Admissions and Enrollment records are maintained by Enrollment Management and Enrollment 
Services. 
 
Office of the Dean/Continuing Education 
Payroll/Personnel Records (current employees): Maintained indefinitely. 
Financial Information:  Purchase orders, check requests maintained 7 years. 
 
Division of Continuing Education 
Records are maintained in either or both hard copy and electronic format. 
Hard Copy Records: 
Student Billing Information: Payment receipts, invoices, registration forms, refunds, maintained for 

10 years. 
Medical Forms: Collected for youth campers attending Camp Discovery maintained for 1 year. 
Personnel Records: Past Employees – files maintained for 7 years. 

Current Employees – files maintained 7 years after employment ends. 
Financial Information: Copies of check requests and purchase orders maintained for 7 years.  

Copies of daily income reports maintained for 3 years. 
Copies of cash receipts and refund requests maintained for 1 year. 

Electronic Records: 
Student Enrollment and Transcript Information: Electronic information (address, telephone number, 

courses, payment information, and grades, if applicable) dates back to 1999 and is 
maintained indefinitely.   

Financial Information: A daily income report can be obtained back to 1999. 
 
Middle College 
Hard Copy Records 
Student Records:  Application, registration forms, other course related information maintained from 

2000.  
School Participant Files: Maintained indefinitely.  
 
Success Program 
Hard Copy Records 
Student Records: Inquiries, application, transcripts, registration forms, maintained indefinitely.  
Rosters: Maintained 10 years. 
Student Portfolio Assessment Submissions: Maintained 10 years or longer depending on when the 

portfolio is received in relationship to the Middle States review schedule.  
Financial Information: Check requests, purchase orders, special payroll maintained 7 years. 
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Office of Enrollment Services-Records Retention Procedure (11/11/11) 

Carol Creekmore, Associate V.P. for Enrollment Services 

Academic Records and Registration: 

Admissions Folder                                               7 years (Effective Fall 2010 doc are scanned permanently) 

Advanced Placement Notifications                  7 Years 

CLEP Notifications                                               7 Years (non graduates) 

Transfer Evaluations                                           7 Years (non graduates) 

Readmit Form                                                      7 Years 

Registration Forms                                              7 Years 

Add/Drop Forms                                                  7 Years 

Off Campus Authorizations                               7 Years  

Attendance Roster Verification                        7 Years 

Non Attendance Verification Form                  7 Years 

Grade Rosters                                                Permanently 

All “F” Grade Report-Title IV funding        Permanently 

Grade Changes                                              Permanently (attached to Grade Rosters) 

Pass/No Credit Forms                                   Permanently (attached to Grade Rosters) 

Application for Graduation                         Permanently 

Application for Graduation (inactive)       Permanently 

Commencement Book                                 Permanently 

Date of Degree and Degree Awarded       Permanently 

Transcripts                                                     Permanently 

Diploma Orders                                                  7 Years 

Transcript Requests                                      1 Year – paper (but maintained electronically perm) 

Transcript Request Log                                     3 Years 
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Verification of Enrollment Request                   1 Year – paper (but maintained electronically perm)           

 

 

Bursar’s Office: 

Billing, Payment and Credit history from Financial Aid postings to Accounts receivables are maintained 
electronically on a permanent basis.  Old records are periodically archived. 

Other Forms/Reports: 

Payment Plan Applications                             2 Years 

Corporate Reimbursement Form                  2 Years 

Third Party Billing                                             2 Years 

Credit Card Receipts (paper)                          2 Years  

Bank Deposit Receipts                                     7 Years  

Weekly Title IV Refund Report                       7 Years 

Notification of Title IV Loans posted              7 Years (Letters are mailed to students/parents are required) 

Authorization to post Title IV funds to a future term   7Years 

Special Payment Notices for Grad Asst         7 Years 

Bookstore Vouchers and Reconciliation       7 Years 

Daily Lock Box Reports                                     7 Years 

Daily Cashnet Reports                                      7 Years 

 

 

Scheduling Department: 

CAF- Course Authorization Forms- (initiating courses) received from the Deans             Permanently 

Creation of Course Sections & Changes (Deans and Dept. Chairs)                                      Permanently 



Maxwell Becton College of Arts & Sciences
Records Retention Schedule

Office of the Becton College of Arts & Sciences Dean
Active FT/PT Faculty Files: Paper 
BC Dean's Office

Former FT/PT Faculty Files: Paper
1980's - 2011 in three locations:
Mansion Attic
Mansion Basement (Copies Plus Storage Closet)
Dean's Storage Closet

Active and Former Staff Files: Paper
1980's-2011--Dean's Office

Active and Former Student Files:--Paper
2000-2011--BC Dean's Office
1980'-1999--Mansion Attic

BC Department Files: Paper
1980's- 2011 --Dean's Office

FullTime Workloads & Part Time Payroll Reports: Paper
1990's-2011--Dean's Office
1980's--Mansion Attic

Copies of Budget Printouts, Check Requests, P.O.'s & Expense Voucher: Paper
2000-2011 --Dean's Office
1980's- 1999-- Mansion Attic

Copies of Minutes from  various BC Committees: Paper
2000-2011--Dean's Office
1980's-1999--Mansion Attic

Processed Student Evaluation Envelopes: Paper
Mid 90's to Current--Mansion Attic

Biological & Allied Health Sciences/BC
Active and Former FT/PT Faculty Files: Paper
1977-2011 --Department Office

Active and Former Staff Files: Paper
2004-2011--Department Office

Student Files: Paper
2011--Active Student Files are kept in their Advisor's office.
2005-2010-Inactive files are kept in Department Office.

Becton C Records Retention Schedule.xls 02/20/2012



Chemistry and Pharmaceutical Sciences
Active and Former FT/PT Faculty Files: Paper
1977-2011 --Department Office

Active and Former Staff Files: Paper
2000-2011--Department Office

Student Files: Paper
2011--Active Student Files are kept in their Advisor's Office.
1989-2010-Inactive files Department Office.

Communication Studies
Active and Former FT/PT Faculty Files: Paper
1997-2011-- Chair's Office

Active and Former Graduate Assistant's Files: Paper
2008-2011--Chair's Office (No staff support-only GA's)

Student Files: Paper
1990's-2011--Department Office

Literature, Language, Writing, and Philosophy
Active and Former FT/PT Faculty Files: Paper
2011--Department Office
1990's- 2010--Storage Closet

Active and Former Staff Files: Paper
1990's-2011--Department Office

Student Files: Paper
2011--Department Office
1990's-2010-Storage Closet

Mathematics, Computer Science, Physics
Active and Former FT/PT Faculty Files: Paper
2011-FT Faculty Files- Chair's Office
2011- PT Faculty Files-Department Office
1982-2010-Storage Cabinet

Active and Former Staff Files: Paper
1990's-2011-Chair's Office

Student Files: Paper
2011-Department Office
1999-2010-Storage Cabinet

Becton C Records Retention Schedule.xls 02/20/2012



Psychology & Counseling 
Active and Former FT/PT Faculty Files: Paper
2011-Chair's Office
1990's-2010-Storage Closet

Active and Former Staff Files: Paper
2011- Department Office
1990's-2010- Storage Closet

Student Files: Paper
2011-Department Office
1990's-2010-Storage Closet

Social Sciences & History
Active and Former FT/PT Faculty Files: Paper
1997-2011- Department Office

Active and Former Staff Files: Paper
1999-2011-Department Office

Student Files: Paper
2011- Department Office
2001-2010-Storage Closet

Active and Former FT/PT Faculty Files: Paper
1990's-2011-Chair's Office

Active and Former Staff Files: Paper
1990's-2011-Chair's Office

Student Files: Paper
1990's-2011-Department Office

Academic Advising Center
Active and Former Staff Files: Paper
1986-2011-Director's Office

Student Files: Paper
Current Freshmen Files are kept in Department
until Sophmore year when the files are sent to
department of their Major.

Copies of Transfer Student files are kept for 7 years,
then shredded.

Becton C Records Retention Schedule.xls 02/20/2012
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University College 
Dean’s Office 

Document Retention  
 
 
• Student records:  

o Student forms and correspondence filed chronologically and 
alphabetically; maintained for 10 years – shredded when discarded 

   
• Full-Time Faculty Personnel Files: 

o Filed alphabetically, separated by current faculty and inactive faculty; kept 
indefinitely. 

 
• Adjunct Faculty 

o Filed alphabetically, maintained for 10 years – shredded when discarded 
 
• Staff/Student Employment records 

o Filed by School/Department.  Kept indefinitely. 
 
• Purchase Orders, Check Requests, Expense Vouchers 

o Filed by School/Department.  Kept for 6-8 years. 
 
• Curriculum Records 

o PAFs, CAFs, Program Proposals, Accreditation Reports, etc.:  all kept 
indefinitely 

 
• College Committees & Schools 

o Reports, correspondence, etc.:  kept 10-20 years 
 
• Miscellaneous Files 

o Meeting minutes, department correspondence, etc.:  kept 10-20 years 
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University College 
Gildart Haase School of Computer Sciences and Engineering 

Document Retention 
 
 

• Student Records 
Undergraduate and graduate student records are kept in Becton Hall and classified 
according to major and filed alphabetically; they are updated every semester. When 
students graduate, their files are stored under Inactive Files and kept for 8 years. 
 

• Faculty Status Files 
Faculty status files are maintained each year and kept for the entire time that the faculty 
members are employed by FDU.  When a faculty member leaves the university, his or her 
file is stored for 10 years. 
 

• Staff Status Files 
Staff status files are maintained each year and kept for the entire time that the staff 
members are employed by FDU.  When a staff member leaves the university, his or her 
file is stored for 10 years. 
 

• Student Employment Records 
Student staff files are maintained each year and kept for 8 years.   
 

• Workloads for Full-time and Part-time Faculty 
 Workloads for full-time and part-time faculty are maintained each year and kept for 8 years. 

 
• Purchase Orders 

 Purchase orders and invoices are maintained each year and kept for 8 years. 
 

• Syllabi 
Syllabi for all courses taught are maintained each year and kept for 8 years. 
  

• Attendance and Grade Rosters 
 Attendance and grade rosters are maintained each year and kept for 8 years. 
 

• Course Authorization, Program Authorization, and Certificate Authorization 
Forms 
Approved Course Authorization, Program Authorization, and Certificate Authorization 
forms have been maintained since 2003. We will keep them for 10 years only.   

 
• Personnel Authorization Forms 

 Approved Personnel Authorization forms are maintained and kept for 10 years. 
 

• Special Payments Forms: 
 Special Payment forms are maintained and kept for 10 years. 



SAMS Document retention.docx 02/22/2012 

University College 
School of Art and Media Studies 

Document Retention 
 

 
Student records: 
Current student files (Art Majors and Art Minors) are updated each semester. 
Graduated students are then filed alphabetically and transferred into Inactive/Graduate files. 
Independent Study – current semester.  When study is complete/the end of the semester, the file 
is then put into the student’s active file.  
Not discarded/destroyed since 1994. 
 
Grade Rosters: 
Not discarded/destroyed since 1981 
 
Course Offerings: 
Not discarded/destroyed since 1997. 
 
Syllabi: 
Not discarded/destroyed since 1987. 
 
Check Sheets: 
Not discarded/destroyed since 1993. 
 
Faculty (F/T and adjuncts), staff and student workers: 
Employment records, accomplishments, press clippings, contract agreements, 
committees served on, Human Resource personal information, faculty evaluations. 
Not discarded/destroyed since 1994. 
 
Payroll: 
Payroll reports, faculty job descriptions, Human Resources forms, check requests. 
Not discarded/destroyed since 1998. 
 
Art Gallery: 
Files for all exhibitions held in University Hall Art Gallery. 
Files consist of artists’ resumes and postcards of their show. 
Not discarded/destroyed since 2000. 
 
Bills of Laden: 
Attached to invoice and purchase order/in chronological order vendor file since 2000. 
 
Invoices received: 
Invoice and purchase order in chronological order vendor file since 2000. 
 
Invoices sent: 
A/R invoice in chronological order file. 
Not discarded/destroyed since 2000. 
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University College 
School of Education 
Document Retention 

 
 
 
 
Student Folders: 
Shred them after 5 years 
 
Student Teaching Folders: 
Shred them after 5 years 
 
Certification folders and documents:  
Kept indefinitely  
 
Personnel folders of staff:  
Sent to Human Resources right after resignation/termination 
 
Faculty Review files and faculty files:  
Keep them and have some dating back into the 1990's. 
 
 
 



University College 
Criminal Justice & Legal Studies 

Document Retention 
 

 Student Records:   

Current student files are updated each semester by Criminal Justice advisors. 

Individual student files and updated excel data file kept continually up to date throughout each 

semester.  

Minors are on file in respective disciplines within major . Students are filed alphabetically and by 

the academic year they declared their major. 

All alumni on file since the inception of Criminal Justice in 1998. 

 

 Faculty Status Reviews: 

Full time faculty on file/updated and maintained each year.  None discarded. 

Adjunct faculty kept on file. None discarded. All files kept in locked cabinets. 

 

 Staff/Student Employment records 

On file and maintained each year in locked file cabinet.  None discarded. 

 

 Articulation agreements: 

Checksheets and articulation agreements kept on file in Criminal Justice office. 

 

 Invoices received and sent: 

Invoices and purchase orders dating from 2005 are on file in the Criminal Justice Office. 
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University College 
School of English, Philosophy, and Humanities 

Document Retention 
 
 
 

• Student Records 
Current student check sheets updated this semester with the help from the Office of 
Academic Advising.  Faculty advisors also maintaining degree check sheets.  Additionally, 
inactive or graduated student files archived. 
 

• Faculty Status Reviews 
On file/updated and maintained each year with new reviews. None discarded within last 
seven years.  Terminated or discontinued Full-time and adjunct faculty files also 
maintained.  None discarded within last seven years 
 

• Staff/Student Employment Records 
On file and continually maintained with new or relevant information as needed.  
Terminated or discontinued full- and part-time staff files also maintained.  None 
discarded within last 7 years 
 

• Bills of Laden 
Maintained together with purchase orders in individual vendor files since beginning of 
2009.  
 

• Destruction of material/receipts 
Unable to determine (no clear records maintained) 
 

• Invoices received 
Maintained together with purchase orders in individual vendor files since beginning of 
2009.  
 

• Invoices sent 
Unable to determine (no clear records maintained) 
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University College 

School of History, Political Science International Studies & Languages 

 

• Faculty Status Reviews   
On file – Updated and maintained each year.  None discarded in 10 years 
 

• Staff/Student employment records 
On file – Updated and maintained each year.  None discarded in 10 years 
 

• Bills of Laden 
Attached to invoice and purchase order in chronological order since 1995 
 

• Invoices received 
Invoice and purchase orders in chronological order since 1995 
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University College 
School of Natural Sciences 

Document Retention Schedule 
 
 
• Student records:  

Current Student files are updated each semester by Nestle by Major  
When students graduate their file is alphabetically transferred to Inactive Student 
files and are Updated each semester by Nestle and not discarded/destroyed in 9 
years 

   
• Faculty Status Reviews: 

On file/Updated and Maintained each year/ None discarded in 8 years 
Maintain Terminated fulltime and adjunct faculty files/ None discarded in 8 years  

 
• Staff/Student Employment records 

On file/Updated and Maintained each year/None discarded in 8 years 
Maintain Terminated fulltime and adjunct faculty files/None discarded in 8 years  

 
• Articulation agreements with Medical Schools: 

Updated for Dr. Leonida/ Original not maintained in SONS file  
 
• Bills of laden: 

Attached to invoice and purchase order/in chronological order vendor file since 
1996 

 
• Destruction of materials/receipts: 

A/P or/and A/R files not discarded/destroyed in 8 years 
 
• Invoices received: 

Invoice and purchase order in chronological order vendor file since 1996 
 
• Invoices sent: 

A/R invoice in chronological order file/Not discarded/destroyed in 8 years 
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University College 
School of Nursing and Allied Health 

Document Retention Practices 
 
 
 

• Student Records 
All students in the School of Nursing and Allied Health (Undergraduate, Graduate and Doctoral) 
have individual files since the 1960’s.  
Current student files are kept in locked filing cabinets. When students graduate, their files are 
moved to the Graduate Files. 
Inactive files of students who entered the program but never graduated are also kept in files.  
There are files dating back to 2003. 
 

• MOUs (Memorandum of Understanding) with clinical agencies are reviewed and updated each 
year by the School of Nursing and the University Counsel and kept in files located in the 
Coordinator for External Affairs Office. 
 

• Academic MOUs with Hospitals, Medical Centers and Community Colleges are reviewed initially 
by the University Counsel renewed according to the provisions of the MOU.  These are also kept 
in files in the Coordinator for External Affairs Office. 
 

• Faculty files (Full time and adjunct) are kept in a locked filing cabinet.  The files of full time 
faculty include yearly faculty reviews and student evaluations.  The files of adjunct faculty 
include student evaluations and contracts. None have been discarded for over 20 years. 
 

• Full time staff files including the yearly staff evaluations are kept in a locked filing cabinet.   
None have been discarded for 20 years. 
 

• Invoices, PO’s. check and check request duplicates or copies are kept in locked filing cabinets 
near the office manager ( Assistant to the Director) since  
 

• Copies of approved PAFs, CAFs, and Academic Course Scheduling Form are kept in a filing 
cabinet since 1998. 
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University College 
School of Psychology 
Document Retention  

 
 
 
• Student records (unofficial) (kept in locked filing cabinets) 

 
Current student files are updated each semester by administrative assistants.  
Upon graduation, files are alphabetically transferred to Inactive Student files  
No set policy on discarding or destroying although typically discarded after 1 year 

   
• Faculty (full-time, adjuncts, terminated) Status Reviews (kept in locked filing 

cabinets) 
 
Maintained and updated each year 
Files saved for all currently employed faculty 
No set policy on discarding or destroying 

 
• Staff/Student Employment records (kept in locked filing cabinets) 

 
Maintained and updated each year 
Files saved for all currently employed staff 
No set policy on discarding or destroying 

 
• Bills, Invoices (received or sent) (kept in locked filing cabinets) 

 
Maintained and updated each year 
Save the most recent 3 years in Psychology office.  
Older files kept in boxes in storage in building 
No set policy on discarding or destroying 

 
 




