University of North Carolina-System

University General Records Retention and Disposition Schedule, April 2007
Series with Disposition Instructions to “Transfer to the University Archives”
ADMINISTRATIVE

	GU2
	Accreditation 

(See also:  Self Studies)

	Departmental, college, program and/or Southern Association of Colleges and/or Schools (SACS) accreditation.


	correspondence, reports,

questionnaires, guides


	Original:  Transfer 1 copy of final report to the University Archives after process ends.  Destroy in office remaining records when administrative value ends.

Reference:  Destroy in office when reference value ends.

	GU3
	Activities and Events 

(See also:  Conferences and Workshops)
	Activities and events that are initiated or sponsored by the University.
	bulletins, memorandums, circulars, invitations, announcements, 

press releases, photographs
	Original:  Transfer to University Archives after 3 years.  

Reference:  Destroy in office when event is completed.

	GU4
	Administrative
	Administrative and official operations of an individual office.
	reports, memorandums, correspondence, directives
	Original:  Transfer to University Archives after 5 years. 

Reference:  Destroy in office when reference value ends.

	GU8
	Annual Reports
	Report of work completed by office, unit, department, division, college/school each year.


	 
	Original:  Transfer 1 copy to University Archives when completed; maintain 1 copy in office permanently.  

Reference:  Destroy in office when reference value ends.

	GU09
	Audit Reports
	Reports generated by the Internal Auditor.  
	reports, working papers, correspondence
	Original: Transfer audit report to University Archives after 10 years for appraisal and final disposition.  Destroy working papers after 3 years. 

Reference: Destroy in office after 3 years.

	GU10
	Awards and Honors
	Faculty, staff, student and alumni awards not associated with grants.  Comply with applicable provisions of GS 126 and Family Educational Rights and Privacy Act (FERPA), 20 USCA 1232g, regarding confidentiality of records.
	applications, nominations, 

criteria, transcripts, 

vitae, press releases, 

funding data
	Original:  Transfer notification of award to appropriate personnel or student file. Transfer list of award recipients upon publication to the University Archives.  Transfer remaining records to the University Archives after 5 years. 

Reference:  Destroy in office when reference value ends.

	GU11
	Biographical
	Biographical information for faculty and staff.
	vitae, clippings, photographs, speeches
	Transfer to University Archives 1 year after separation. 

	GU12
	Board of Trustees
	Records of the governing body of the university and its committees.  
	minutes, correspondence, announcements, policies, 

oaths of office, briefing book, 

biographical data  
	Original:  Transfer Board of Trustees minutes to University Archives upon approval.  Transfer remaining records to University Archives after 5 years.  

Reference:  Destroy in office when reference value ends.

	GU14
	Calendar of Events


	Used for keeping track of activities and events.
	
	Original:  Transfer to University Archives when published.

Reference:  Destroy in office when reference value ends. 

	GU15
	Committees, Councils, Task Forces


	Official university committees, councils or task forces appointed, elected or ad hoc.
	correspondence, minutes, notifications of meetings, agendas, reports, 

briefing materials, 

working papers
	Original:  Transfer to University Archives at end of academic year or at expiration of group.
Reference:  Destroy in office when reference value ends.

	GU18
	Conferences, Training Programs and Workshops – Conducted  

(See also:

Training Programs in Personnel Section)
	University initiated or sponsored conferences, programs, or workshops 
	correspondence, agendas, 

handouts, training materials, 

critiques, reports, 

contracts, registration
	Original:  Transfer to University Archives after 5 years. 

Reference:  Destroy in office when reference value ends.

	GU19
	Copyright Records
	Records related to preparation, filing, maintenance, and rights
	applications, registration, notices, correspondence
	Transfer to University Archives when copyright expires or is not renewed.

	GU24
	Faculty Governance
	Records of the faculty senate or council and its committees.  
	minutes, correspondence, 

reports, faculty code
	Original:  Transfer Faculty Governance Minutes to University Archives upon approval.  Transfer remaining records to University Archives after 5 years.  

Reference:  Destroy in office when reference value ends.

	GU25
	Films / Videotapes

(See also: 

Historical File)
	Produced by and for the university including sporting events, interviews and other related activities.  
	film, videotapes, audiotapes, 

dvd, cd-rom
	Original:  Transfer to University Archives after 10 years.  

Reference: Destroy in office when reference value ends.

	GU26
	Grants, Awarded


	See Series Title
	proposal, application, 

notice of award, 

accounting records, progress reports, patents, 

audit findings, contracts, research data.
	Original:  Follow records retention requirements for grant.  Transfer final reports to University Archives 3 years after completion and clearance from all audits.  

Reference:  Destroy in office when reference value ends.

	GU28
	Historical Memorabilia

(See also: 

Film/Videotape)
	Items that mark significant events or times for the unit.


	plaques, scrapbooks, press releases, clippings, newsletters, photographs
	Transfer to University Archives after 5 years.

	GU31
	News Releases and

Public Relations
	Information used to promote the university and university activities.
	photographs, press kits, press releases
	Original:  Transfer to University Archives after 5 years. 

Reference:  Destroy in office when reference value ends.

	GU32
	Patent Records


	Records related to preparation, filing, maintenance, and rights
	patents, applications, 

notice of award, correspondence
	Transfer to University Archives when patent expires.



	GU33
	Planning
	Planning activities of the university, divisions, departments, and units.
	correspondence, reports, 

statistics
	Original:  Transfer to University Archives after 5 years.  

Reference:  Destroy in office when reference value ends.

	GU34
	Self Study 

(See also: Accreditation)
	Study of departmental goals and performance over time, academic program reviews.
	reports, correspondence 
	Original:  Transfer to University Archives after study ends.  

Reference: Destroy in office when reference value ends.

	GU35
	Speeches


	Speeches made by the Chancellor, Provost, and Senior staff for significant events such as Commencement, Convocation, and Installation of Chancellor.
	transcripts, tapes, videos
	Original:  Transfer to University Archives after 5 years. 

Reference:  Destroy in office when reference value ends.

	GU36
	Staff Organizations
	See Series Title
	minutes, correspondence, reports, newsletters
	Original:  Transfer to University Archives after 5 years. 

Reference:  Destroy in office when reference value ends.

	GU37
	Student Surveys
	Completed student surveys. 


	summary reports, conclusions
	Transfer results and conclusions to University Archives after 5 years.  Destroy in office surveys and working papers when administrative value ends. 

	GU40
	Trademark Records
	Records related to preparation, filing, maintenance, and rights
	applications, registration, notices, correspondence
	Transfer to University Archives when trademark expires or is not renewed.

	GU42
	University Code
	University standards for professionalism, ethics and operations.
	
	Original:  Transfer to University Archives when superseded and revised.  

Reference:  Destroy in office when superseded or obsolete.


FACILITIES
	GU50
	Blueprints, Plans and Drawings
	Comply with applicable provisions of GS 132-1.7 regarding confidentiality of building plans and specifications.
	drawings, blueprints, 

floor plans, surveys, 

property maps, 

renovation plans, 

building plans
	Original:  Transfer to University Archives when administrative value ends. 

Reference:  Destroy in office when reference value ends.

	GU53
	Capital Improvements
	Building projects on campus, including new buildings, renovations and additions.  Comply with applicable provisions of GS 132-1.7 regarding confidentiality of building plans and specifications.
	accepted architect’s proposal, change orders, reference copies of financial accounts, correspondence, bid tabulation sheet, progress reports, architects’ and engineers’ pay applications, budget reports
	Original:  Transfer to University Archives 5 years after completion of project. 

Reference:  Destroy in office upon completion of project.




FINANCIAL
	GU60
	Annual Financial Statement Report
	See Series Title
	 
	Original:  Retain 1 copy in Comptroller’s Office permanently.  Transfer 1 copy to University Archives upon publication.  

Reference:  Destroy in office when reference value ends.

	GU66
	Budget 
	University budgetary records
	budget analysis report,

transfer request, increase, decrease budget request forms, briefs concerning capital improvements, expansions and maintenance projects,

worksheets, resolutions, 

revisions, correspondence, official budget report
	Original:  Transfer copy of official budget report annually to University Archives.  Destroy in office remaining records after 3 closed fiscal years and when released from all audits.

Reference:  Destroy in office when reference value ends.



	GU103
	Annual Giving
	Comply with applicable provisions of GS 105-259, G.S.153A-148.1, G.S. 160A-208.1 regarding confidentiality of records.
	correspondence, reports, 

financial records, brochures
	Destroy in office financial records after 3 closed fiscal years and when released from all audits.  Transfer remaining records to University Archives after 5 years.

	GU104
	Capital Campaign
	Comply with applicable provisions of GS 105-259, G.S.153A-148.1, G.S. 160A-208.1 regarding confidentiality of records.
	correspondence, reports, 

financial records, brochures
	Destroy in office financial records 3 closed fiscal years after campaign ends.  Transfer remaining records to University Archives after campaign ends.

	GU107
	Endowment Agreements
	Comply with applicable provisions of agreements regarding confidentiality concerning each gift.
	correspondence, agreements, 

lists
	Retain records regarding active endowments in office permanently.  Transfer records regarding inactive endowments to University Archives.

	GU111
	Legal and Administrative
	Establishment, administration and legal matters regarding Development funds. 
	budgets, deeds, certificates of deposit, contracts, by-laws, articles of incorporation
	Transfer to University Archives when administrative value ends. 

	GU112
	Life Income Agreements
	Life income of endowment donors. Comply with applicable provisions of GS 105-259, 160A-208.1 regarding confidentiality of records.  
	legal records, reconciliation reports, annuities, trusts
	Retain records regarding active agreements in office permanently.  Transfer records regarding inactive agreements to University Archives.

	GU113
	Major and Planned Gifts
	Coordination of gifts and giving policies.  Comply with applicable provisions of GS 105-259, 160A-208.1 regarding confidentiality of records.  
	correspondence, reports, financial records, acceptance policies, 

legal opinions
	Transfer to University Archives when administrative value ends.



	GU114
	Property / Real Estate


	Owned, sold, swapped, and transferred.  
	Leases, deeds, construction, insurance, 

tax evaluations, maps, surveys
	Transfer to University Archives when property is disposed of.

	GU115
	Scholarship / Awards 
	Creation and distribution of scholarship and awards.  Comply with applicable provisions of 20 USC 1232g, GS 105-259, 153A-148.1, 160A-208.1 regarding confidentiality of tax and other records.  
	correspondence, acknowledgement of gifts, conditions of scholarship, applications, recommendations, names of recipients, accounting records, photographs
	Destroy in office financial records after 3 closed fiscal years.  Transfer remaining records to University Archives when administrative value ends.




INFORMATION TECHNOLOGY

	GU136
	Application Development Project
	Development, redesign or modification of an automated system or application. Comply with applicable provisions of GS 132-6.1(c) regarding confidentiality of computer-related records.
	project management, status reports, drafts, specifications, correspondence
	Transfer to University Archives 5 years after project is completed.




LIBRARY

	GU162
	Library Donor
	Records concerning materials donated to the library.  Comply with applicable provisions of legal agreement regarding confidentiality of records concerning each gift.
	annual donor statistics, donor forms with name, description of donation, number of books, correspondence, accession information, agreements, stipulations
	Transfer records to University Archives after 15 years.



	GU170
	SOLINET
	Official records concerning library’s participation in SOLINET.
	correspondence, statistics,

newsletters
	Transfer to University Archives when administrative value ends.

	GU172
	Statistical Reports
	Annual statistical report.
	
	Transfer to University Archives after 5 years.


PERSONNEL

	GU175
	Affirmative Action and Equal Opportunity (EEO)
	Agency participation in federal and state affirmative action / equal opportunity programs.  Comply with applicable provisions of G.S. 126-22, G.S. 126-23, G.S. 126-24, G.S. 126-29 and G.S. 132-1.1 regarding confidentiality.
	correspondence, regulations, guidelines, reports, directives, recruitment plans, equal opportunity statements, full-time and EPA non-faculty actions, faculty employment reviews, procedures
	Original:  Transfer policies, guidelines, correspondence, affirmative action plans and compliance reviews to University Archives after 5 years.  Destroy in office remaining records after 5 years.  

Reference:  Destroy in office after 5 years.

	GU185
	Employee Surveys
	Completed faculty or staff surveys. 


	summary reports, conclusions
	Transfer results and conclusions to University Archives after 5 years.  Destroy in office surveys and working papers when administrative value ends. 

	GU195
	Personnel File (Inactive) – EPA
	All employees exempt from the State Personnel Act. Comply with G.S. 126-22, G.S. 126-23, G.S. 126-24, G.S. 126-29 and G.S. 132-1.1 regarding confidentiality of records.
	applications, correspondence, resume, vitae, promotions, demotions, transfers, personnel action forms, salary, termination of employment, social security numbers verification, driver’s license
	Transfer to University Archives 30 years after separation or termination of services.




STUDENT - ACADEMIC
	GU220
	Commencement
	See Series Title
	programs, attendance forms, planning records, correspondence
	Transfer to University Archives after 1 year.

	GU222
	Course Catalog
	Catalog describing courses offered by the university listing program and degree requirements.  
	
	Original:  Transfer 2 copies to University Archives when published.  Retain 1 copy in Registrar’s Office permanently.  Transfer 10 or more copies (as required) of each publication to the State Documents Clearinghouse, State Library of North Carolina, when received from printer, in accordance with GS 125-11.8(b).

Reference:  Destroy in office when superseded or obsolete.  


STUDENT – ATHLETICS

	GU258
	Athletic Programs
	Administration of university sports programs.
	programs, descriptions, proposals, reports, correspondence
	Transfer to University Archives after 5 years.

	GU261
	Coaches’ Records
	See Series Title
	playbooks, scouting reports, recruitment information.
	Transfer playbooks and scouting reports to University Archives when administrative value ends.  Destroy in office remaining records when reference value ends. 

	GU263
	Films / Videotapes


	Produced by and for the university including sporting events, interviews and other related activities.  Comply with applicable provisions and restrictions of copyright and NCAA on distribution, use, disposition and/or copying 
	film, videotape, audiotape, dvd, cd-rom 
	Original:  Transfer to University Archives after 10 years.  

Reference:  Destroy in office when reference value ends.

	GU268

	Sports Information
	Includes program and student athletic information.
	correspondence, schedules, promotional literature, programs, media guides, press releases, calendars of events, photographs, sports statistics
	Transfer to University Archives upon publication or distribution. 


STUDENT – FINANCIAL AID

	GU273
	Financial Aid Reports
	Summary reports to Chancellor and administration on yearly awards.
	year end and summary reports


	Transfer to University Archives after 3 years.



	GU278
	Scholarship / Loan Reference
	Records describing scholarships and loans.
	brochures, flyers, requirements, guidelines
	Transfer to University Archives when superseded or obsolete.


STUDENT HEALTH SERVICES

	GU295
	Substance Abuse Program Administration
	Comply with 20 USCA 1232g.
	attendance rosters, compliance status, reports
	Transfer statistical reports to University Archives when administrative value ends.  Destroy in office remaining records after 4 years.


STUDENT LIFE

	GU307
	Commuter Student Information
	Information designed for commuting students.
	correspondence, articles, brochures, newsletter, surveys
	Transfer to University Archives after 5 years.

	GU311
	Fraternities and Sororities
	Comply with 20 U.S.C. 1232g.
	correspondence, charters, discipline, GPA, membership, reports, photographs, scrapbooks
	Transfer to University Archives after 5 years.

	GU312
	Honor Board
	Records concerning membership functions of the Honor Board.  Comply with 20 U.S.C. 1232g.
	applications, selection criteria, position descriptions, training information
	Transfer selection criteria, position descriptions, training information, policies and procedures to University Archives when superseded or obsolete.  Destroy in office applications and membership lists when administrative value ends.

	GU315
	Non-Traditional Students Information
	See Series Title
	correspondence, handbooks, surveys and studies
	Transfer to University Archives after 5 years.

	GU318
	Student Associations and Organizations


	Associations and organizations officially recognized by the university.
	constitutions, by-laws, newsletters, minutes, brochures, announcements, photographs, reports, scrapbooks
	Transfer to University Archives after 1 year.



	GU319
	Student Awards and Honors
	Comply with 20 U.S.C. 1232g.
	recommendations, approvals, reference information
	Transfer information concerning recipients of awards and honors to the Registrar’s Office at end of each grading period to be incorporated into official academic file.  Transfer remaining records to University Archives after 5 years.

	GU320
	Student Government Association
	See Series Title
	constitution, by-laws, committee files, correspondence, fiscal records, meeting minutes, annual reports
	Transfer to University Archives after 1 year.

	GU321
	Student Legal Services
	Records concerning the administration of student legal services.
	reports, correspondence, financial data, budgets
	Transfer to University Archives after 5 years.


