





















































































































































Agency Code: 738  Agency: The University of Texas at Dallas Original Submission:: Recertification B Replacement Pagei: Addendumi! page 47 of 48
SLR-105 (Rev 6/07)
4, 5. 6. 8. 10.
7. Archival 106 No.
Records | Agency Retention Period
Series ltem
Item No. No. Record Series Title
Agency | Storage Total 9.
Remarks
800.004 STUDENT ATHLETE INDEMNIFICATION/ FE+5 FE+5
MEDICAL FORMS
800.005 STUDENT ATHLETE TRAVEL SCHEDULES FE+5 FE+5
800.006 STUDENT ATHLETE ADVISORY REPORT FE+5 FE+5
800.007 CONTRACTS FOR STUDENT ATHLETICS A&P AC+5 AC+5 AC = Termination of employment
EMPLOYEES
800.008 ATHLETIC TOURNAMENT RESULTS PM PM
802 CAREER CENTER EMPLOYER RECRUITING AC+2 AC+2 AC = Completion of event
EVENTS
802.001 AC+1 AC+1 AC = position filled or receipt of request to
CAREER CENTER JOB POSTINGS withdraw posting.
803 MULTICULTURAL CENTER PROGRAM FILES AV AV
804 STUDENT GOVERNMENT CANDIDATE FE+2 FE+2
APPLICATIONS
804.001 STUDENT GOVERNMENT CAMPAIGN FLIERS FE FE
804.002 STUDENT GOVERNMENT MEMBERSHIP LISTS PM PM
805 STUDENT ORGANIZATION REGISTRATIONS AC+5 AC+5 AC = After graduation or date of last attendance
805.001 CHEER SQUAD FILES AC+5 AC+5 AC = After graduation or date of last attendance
805.002 STUDENT NEWSPAPER ADVERTISING AND FE+5 FE+5
BILLING ACCOUNTS

RETENTION CODES

AC - After Closed
AV - As long as valuable

LA - Life of Asset

GE - Calendar Year End MO - Months

FE - Fiscal Year End

PM - Permanent
US - Until Superseded

ARCHIVAL CODES

| - Retain in University Archives
O - Review by University Archivist




Agency Code: 738  Agency: The University of Texas at Dallas Original Submission.. Recertification @ Replacement Page!!  Addendum ! page 48 of 48
SLR-105 (Rev 6/07)
4, 5. 6. 8. 10.
7. Archival 106 No.
Records | Agency Retention Period
Series ltem
ltem No. No. Record Series Title
Agency | Storage Total 9.
Remarks
805.003 GREEK LIFE ELECTRONIC DATABASE us us
805.004 STUDENT LIFE CO-CURRICULAR TRANSCRIPT FE+5 FE+5
REQUESTS
805.005 MARQUEE REQUESTS FE FE
805.006 STUDENT ORGANIZATION BANNER AC+4 AC+4 AC = Removal of banner or completion of event.
REQUESTS
807 ORIENTATION REGISTRATION FILES - AC+1 ACH+1 AC = After graduation or date of last attendance.
807.001 ORIENTATION PARTICIPANT RELEASE FORMS PM PM AC = Completion of program or travel.
808 DEANS’ STUDENT DISCIPLINE AC+1 AC+1 AC = After graduation or date of last attendance.
CERTIFICATIONS
808.001 DISCIPLINE LOG PM PM
808.002 WHO'S WHO RECOMMENDATIONS AC+1 AC+1 AC = After graduation or date of last attendance.
CALLIER CENTER DAY CARE
900 CHILD ENROLLMENT FE+4 FE+4
901 ACCREDIATION / LICENSING PM PM
DOCUMENTATION
902 TRACKING ROSTER AC+7 AC+7 AC = Last day of attendance.
903 VOLUNTEER FILE AC+5 AC+5 AC = Last day of participation.
904 NATIONAL SCHOOL BREAKFAST/ LUNCH FE+4 FE+4
RETENTION CODES ARCHIVAL CODES
1 - Retain in University Archives
LA - Life of Asset PM ~ Permanent " .
AC - After Closed CE - Calendar Year End O - Review by University Archivist
AV~ As?gngo::valuable FE- FI:cez:I]Yaerar ?E?\rd " MO - Months US - Until Superseded -




STATE OF TEXAS
RECORDS RETENTION SCHEDULE

Agency: The University of Texas at Dallas

SUPPLEMENTAL

* Whenever the recommended retention period is the “life of the affected record,” the retention period of the FERPA
document is meant to be the same as that of the student record to which it pertains: students’ waivers of rights to access
to letters of recommendation, for example, should be retained until terminated or the letters themselves are destroyed. If
the retention period for a record to which a Family Educational Rights and Privacy Act (FERPA) document pertains is
permanent, the FERPA document should also be permanently retained and microfilmed for added security.

NOTES

NOTE 1. - The University of Texas at Dallas must insure that all audit requirements (both state and federal) have been
fulfilled prior to final disposition.
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STATE OF TEXAS
RECORDS RETENTION SCHEDULE

Agency: The University of Texas at Dallas

STUDENT RECORDS - ADMISSIONS DATA/DOCUMENTS FOR APPLICANTS WHO DO NOT ENTER WHETHER ACCEPTED
OR REJECTED

1. Although the retention period recommended for the documents listed above is one year, federal legislation, state
statutes, or institutional policy may dictate otherwise. The federal legislation which governs these records is as
follows:

Veterans Administration regulations require that all recruitment materials be retained three years.
2. Records for applicants who do not enter are not covered by FERPA.
3. Some documents from institutions in other countries may be originals and therefore difficult or impossible for the

applicant to replace. The records custodian may want to return these documents to the applicant rather than
destroying them.

S2



STATE OF TEXAS
RECORDS RETENTION SCHEDULE

Agency: The University of Texas at Dallas

STUDENTS RECORDS - ADMISSIONS DATA/DOCUMENTS FOR APPLICANTS WHO ENTER

1. The retention periods recommended are based on the following:

a. The forms are maintained in individual student folders and are retained no longer than five years after
graduation or date, term, or semester and year of last attendance.

b. Uniform retention periods allow for the destruction of the entire folder which will save considerable sorting.
c. Essential data will be recorded on academic records which are retained permanently.

2. Family Educational Rights and Privacy Act (FERPA) states that letters of recommendation not accompanied by
waivers and retained beyond their intended use may be viewed by the student. As a consequence, itis
recommended that these letters be destroyed after admission of the student. Waivers of rights of access filed with
letters of recommendations should be retained as long as the file is retained. Students who revoke their waivers of
rights of access may not see letters of recommendation during the time the waivers were in force.

3. The Veterans Administration (VA) regulations state that the following student records must be retained for at least
three years after termination of enroliment:

a. Previous education or training (transcripts from other colleges).

b. Evidence of formal admission (acceptance letters). The regulations state that longer retention will not be
required unless a written request is received from the General Accounting Office or the VA no later than 30
days prior to the end of the three-year period.

4. Educational institutions which participate in federal, state, and private programs of low-interest loans to students
must retain student records of admission and placement for five years after graduation or withdrawal. In the event
of an open audit, records must be retained until all questions are resolved.

5. Some documents from institutions in other countries might be originals and therefore difficult for the applicant to

replace. The records custodian may want to return these documents to the applicant rather than destroying them.

STUDENT RECORDS - REGISTRATION AND RECORDS DATA/DOCUMENTS
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STATE OF TEXAS
RECORDS RETENTION SCHEDULE

Agency: The University of Texas at Dallas

1. Any record recommended for permanent retention should be microfilmed for security even if the originals are
retained. The original microfilm should be stored and secured in an off-site location.

2. The recommended five-year retention period noted in the schedule begins with the date of graduation or the date,
term, or semester and year of last attendance.

3. The Family Educational Rights and Privacy Act (FERPA) specifically requires institutions to maintain records of
requests and disclosures of personally identifiable information except for defined “directory information” and
requests from students for their own records. The records of disclosures and requests for disclosures are
considered part of the students’ educational records; therefore, they must be retained as long as the educational
records to which they refer are retained by the institution.

4. The Veterans Administration (VA) regulations state that the following records must be retained for at least three
years after termination of enrollment:

Grade reports and/or statements of progress (academic records)
Change of course forms

Transfer credit evaluations

Degree audit records

aoow

VA regulations require that all advertising, sales, and enrollment materials (e.g. catalogs and brochures) used by
or on behalf of the institution be retained three years after the termination of a veteran’s enrollment. In addition,
records of tuition and fees charged to and collected from students, grade reports and statements of progress

(academic records), and previous education and training documents (transfer credit evaluations) must be retained
for three years.

5. Educational institutions which participate in federal, state, and private programs of low-interest loans to students
must retain for five years after graduation or withdrawal students’ records of academic progress, attendance, and
courses studied. In the event of an open audit, records must be retained until all questions are resolved.

6. Although student records created and maintained by medical and dental schools are usually narrative
assessments of academic progress or clinical practice, for purposes of this retention schedule, such records are
in the same category as the academic record.

STUDENT RECORDS - REGISTRATION AND RECORDS DATA/DOCUMENTS, Continued
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STATE OF TEXAS
RECORDS RETENTION SCHEDULE

Agency: The University of Texas at Dallas

7. The Immigration and Naturalization Service (INS) states that the school must keep a record used to comply with
the reporting requirements for at least one year. Since many items included in foreign students’ records are to be
retained at least five years, it is recommended that INS documentation also be retained five years.
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