RECORD RETENTION AND DESTRUCTION POLICY
A.
Policy Statement
Oral Roberts University (also referred to as ORU or University) requires that different types of records be retained for specific periods of time and has designated official repositories for maintenance of these records. The University is committed to effective record retention to preserve its history, meet legal standards, optimize the use of space, minimize the cost of record retention, and ensure that outdated and useless records are destroyed.

ORU requires consistent treatment of records. Maintenance, retention, and disposal procedures for University records as set forth in this policy must be followed systematically by staff in designated Official Repositories. 
B.
Record Retention Schedule


Attached as Appendix A is a Record Retention Schedule that is approved as the initial maintenance, retention and disposal schedule for physical records of ORU and the retention and disposal of electronic records.  The Vice President of Finance (“Administrator”) is the officer in charge of the administration of this policy and the implementation of processes and procedures to ensure that the Record Retention Schedule is followed.  The Administrator is also authorized to: make modifications to the Record Retention Schedule from time to time to ensure that it is in compliance with local, state and federal laws and includes the appropriate document and record categories for the University; monitor local, state and federal laws affecting record retention; annually review the record retention and disposal program; and monitor compliance with this Policy.

C.
Definitions

Record - A record, writing, e-mail or other data or information storage mode with current administrative use for the unit that generated it. Records remain active for varying numbers of years, depending on the purpose for which they were created.

Archival Record - A record that is inactive, not required to be retained in the office in which it originated or was received, and has permanent or historic value.  Archival records are retained and preserved indefinitely in the University Archives.

Official Repository - The unit designated as having responsibility for retention and timely destruction of particular types of official university records. 

University Record - The original copy of any record. Repositories for these records are identified in Appendix A.
D.
Suspension of Record Disposal 

In the event of a subpoena or request for records; commencement of governmental investigation or audit, notice of any litigation; or any other justifiable contingency, further disposal of records shall be suspended until the Administrator, with the advice of counsel, determines otherwise. Record retention periods may be increased by government regulation, judicial or administrative consent order, private or governmental contract, pending litigation or audit requirements. Such modifications supersede the requirements listed in this policy. Suspension or modification of record destruction required for any of these reasons will be accomplished by a notice sent out to affected units by the Administrator. 

E.
Applicability
This policy applies to all physical records generated in the course of ORU’s operation and to the electronic records described below.
F. 
Responsibilities

Departments and units that maintain university records are Official Repositories.  These administrative units are responsible for establishing appropriate record retention management practices in compliance with this policy. Each Department Manager must:

Implement record management practices in accordance with this policy; 
Preserve inactive records of historic value and transfer those records to the University Archives;

Ensure that access to confidential files is restricted; and
Destroy inactive records that have no archival value upon passage of the applicable retention period.  When the prescribed retention period has passed, a determination of whether to preserve or dispose of the records must be made. To decide if the record is of historic value to the University, consult the Records Retention Coordinator, who has the authority to designate which records are archival.
G. 
Disposal of Records

Records that are to be dispose of in accordance with the policy shall be handled in one of the following ways: 

1. Recycle non–confidential paper records 

2. Shred or otherwise render unreadable confidential records

3. Erase or destroy electronically stored data
Note: No record list can be exhaustive. Questions regarding the retention period for any specific record or class of records not included in these tables should be addressed to the Administrator. 
Caution: Departments and units that are not official repositories and that retain duplicate or multiple copies of these university records should dispose of them when they are no longer useful.

Appendix A – Record Retention Schedule

Academic Records

	Type of Record
	Official Repository
	Retention Period

	 Academic integrity code violations (findings of violation  &related files)
	Appropriate College
	Permanent 

	Accreditation Records 
	Office of the President
	Permanent

	Applications for Admission or Re-admission, Entrance Exam Reports, Letters of Recommendation, high school transcripts, and related correspondence
	Office of Registrar
	The later of five (5) years from graduation date, date of last attendance or date of application 

	Catalogs, schedule of classes, brochures
	Office of Registrar
	Permanent

	Change Forms (Courses, Grades, Identification, etc.)
	Office of the Registrar
	Permanent

	Class List
	Office of the Registrar
	Permanent

	Consent to Release Personally Identifying Information (request for non-disclosure)
	Office of the Registrar
	Permanent

	Degree, grade, enrollment, and applicant statistical data and reports 
	Office of Registrar
	Permanent

	Disciplinary Records
	Deans’ Office
	Permanent when action is probation, suspension, or expulsion; for all others seven (7) years from the date of the action

	Enrollment Records
	Office of Registrar
	Three (3) years from graduation date for enrollees and three (3) years from applicant date for non-enrollees

	Financial Aid Records
	Office of Financial Aid
	Five (5) years from graduation or last date of attendance; three (3) years from application date for non-enrollees

	Grade Sheets and Reports
	Office of Registrar
	Permanent 

	Graduation Lists
	Office of Registrar
	Permanent

	Student Class Schedules
	Office of Registrar
	One (1) year from graduation date or date of last attendance

	Transcripts
	Office of Registrar
	Permanent with transcript requests retain for one (1) year from date of submission

	Transfer Credit Evaluations
	Office of Registrar
	Five (5) years from graduation or date of last attendance

	Withdrawal Authorizations and Leaves of Absence
	Office of Registrar
	Two (2) years


Accounting and Finance
	Type of Record
	Official Repository
	Retention Period

	Accounts Payable & Accounts Receivable ledgers and schedules, Account Reconciliations
	Office of Finance and Accounting
	Seven (7) years

	Annual Audit Reports and Financial Statements
	Office of Finance and Accounting 
	Permanent

	Audit Reports and Records, including documents that relate to the audit
	Office of Internal Audit 
	Seven (7) years after completion of audit

	Bank Statements, Reconciliations and Canceled Checks
	Office of Finance and Accounting
	Seven (7) years

	Credit card records     
	Office of Finance and Accounting
	 Seven (7) years.

	Employee Expense Reports
	Office of Finance and Accounting
	Seven (7) years

	General Ledgers
	Office of Finance and Accounting
	Permanent

	Notes Receivable ledgers and schedules
	Office of Finance and Accounting
	Seven (7) years

	Investment Records
	Office of Finance and Accounting
	Seven (7) years after disposition of investment

	Accounting Reports, Transaction Statements, and Account Analysis Statements
	Office of Finance and Accounting
	Seven (7) years

	Billing Records
	Office of Finance and Accounting
	Seven (7) years

	Capitol Equipment Records
	Office of Finance and Accounting
	Seven (7) years

	Cash Receipts
	Office of Finance and Accounting
	Seven (7) years

	Inventories
	Office of Finance and Accounting
	Life of Asset


Alumni Affairs and Development
	Type of Record
	Official Repository
	Retention Period

	Alumni Records
	Alumni Relations or Office of Development
	Permanent

	Gift Records
	Office of Development
	Seven (7) years for hard copy records, Permanent for electronic records

	Original gift letter agreements
	Office of Development
	Permanent

	Planned gifts (trusts, life income, agreements, annuities), real estate gifts
	Office of Development
	Permanent

	Catalogues, brochures, and other documents regarding solicitation of gifts and donations
	Office of Development
	Seven (7) years for hard copy records, Permanent for electronic records


Bursar

	Type of Record
	Official Repository 
	Retention Period

	Student loan records
	University Bursar
	Three (3) years after the loan has been repaid in full

	Tuition and fee charges
	University Bursar
	Seven (7) years from date of graduation or last enrollment

	Scholarships records
	University Bursar
	Seven (7) years from date of graduation or last enrollment

	Compliance Records regarding financial aid, student loans, and scholarships, including nondiscriminatory award information
	University Bursar
	Seven (7) years for hard copy records, Permanent for electronic records


Construction

	Type of Record
	Official Repository
	Retention Period

	As-built drawings
	Operations and Plant Office
	Permanent

	Contracts and agreements
	Operations and Plant Office
	Six (6) years


Contracts
	Type of Record
	Official Repository
	Retention Period

	Contracts and related correspondence (including proposal and all other supportive recordation)
	Contracting Office/Department
	Seven (7) years after expiration or termination 



Corporate Records
	 Type of Record
	Official Repository
	Retention Period

	Corporate Records (minute books, signed minutes of the Board and all committees, corporate seals, articles of incorporation, bylaws, annual corporate reports)
	Corporate Secretary
	Permanent

	Licenses and Permits 
	Corporate Secretary
	Permanent


Electronic Records
Electronic Mail: Not all e-mail needs to be retained.  Length of retention depends on the subject matter. 

Staff shall retain all business related e-mails by saving/transferring those items to archived folders no later than every six (6) months.  If e-mail chains are to be retained, only the last communication in chain should be saved/transferred to the archive file.  Business e-mails that should be retained include those that involve completed and ongoing transactions and matters within the scope of the employee’s job responsibility.  Questions as to e-mails to be retained should be directed to the employee’s supervisor.  Files attached to e-mails should be separately retained in accordance with document retention provisions of the category of this policy applicable to the document.
E-mails that are not saved/transferred to archived folders such as personal e-mails, spam and duplicative e-mails should be deleted no later than every six (6) months. The IT Department will retain deleted e-mails for a period of 12 months. 
Employees shall not store or transfer ORU related e-mail on non-work-related computers except as necessary or appropriate for legitimate business purposes as authorized by the applicable Vice-President. 

Electronic Records (including Microsoft Office Suite and PDF files):  The length of retention depends on the subject matter of the record and these electronic records shall be retained in accordance with the periods applicable to the subject matter of the record. 
Web Page Files:  Internet Cookies

All workstations: The User’s Internet Browser should be scheduled to delete Internet cookies once per month.

In certain cases a record will be maintained in both paper and electronic form. In such cases the official record will be the electronic record.

Environmental Health and Safety
	Type of Record
	Official Repository
	Retention Period

	Evacuation drill records
	Office of Risk Management
	Three (3) years

	Fire protection system records
	Office of Risk Management
	Three (3) years

	Hazardous waste disposal reports
	Office of Risk Management
	Three (3) years

	Incident records
	Office of Risk Management
	Five (5) Years


Insurance and Risk Management
	Type of Record
	Official Repository
	Retention Period

	Certificates of insurance, indemnification agreements, hold-harmless agreements, contracts
	Office of Risk Management
	Six (6) years after expiration

	Insurance policies (liability, property, and other policies)
	Office of Risk Management
	Permanent

	Incident Reports, Accident Reports
	Office of Risk Management
	Four (4) years after report date

	General Liability, D&O and Umbrella Insurance Claim files
	Office of Risk Management
	Permanent

	All other claim files
	Office of Risk Management
	Six (6) years from the date of the claim

	OSHA Reporting files
	Office of Risk Management
	Six (6) years after later of date of injury or conclusion of any claim

	Student travel waivers
	Office of Risk Management
	Six (6) years from the beginning of the  year to which the record relates

	Background checks for Graduate Theology & School of Nursing
	Office of Risk Management
	Six (6) years from the beginning of the  year to which the record relates

	Motor Vehicle Record (MVR) check
	Office of Risk Management
	Until new report is obtained or one (1) year after termination of employment

	Notary files
	Office of Risk Management
	Six (6) years from the beginning of the  year to which the record relates

	Behavioral Intervention Team Records
	Office of Risk Management
	Permanent

	Student travel waivers
	Office of Risk Management
	Six (6) years from the beginning of the  year to which the record relates


K.
Intellectual Property

	Type of Record
	Official Repository
	Retention Period

	Copyright applications, files and awards
	Office of Risk Management
	Permanent

	Trademark and trade name applications, files and awards
	Office of Risk Management
	Permanent


L.
Legal

	Type of Record
	Official Repository
	Retention Period

	Consent orders
	University Counsel
	Permanent

	Court orders
	University Counsel
	Permanent

	Judgments
	University Counsel
	Permanent

	Releases
	University Counsel
	Permanent

	Settlements
	University Counsel
	Permanent


M.
Medical

	Type of Record
	Official Repository
	Retention Period

	Individual student, faculty and staff, and dependent's medical health records. File may include x-ray reports, doctor's orders or copies of prescriptions, office visit reports, and all other medical records.  
	Health Center
	Five (5) years after the date the patient was last seen or date of last medical contact If legal action is pending, destroy two (2) years after exhaustion of all legal remedies, provided records meet all retention requirements. 



	Records documenting the dispensing of drugs by Medical Clinic/Dispensary, receipt and control of drugs and any audit conducted 
	Health Center
	Retain in office five (5) years, then destroy provided all audits have been completed and all applicable audit reports have been accepted and resolved by all applicable federal and state agencies.


N.
Patents and Trademarks

	Record Type
	Official Repository
	Retention Period

	Original executed invention disclosure forms
	Records Retention Coordinator
	Permanent 

	Original executed Unites States Patent and Trademark Office (USPTO)
	Corporate Secretary
	Permanent 

	Original letters, patents
	Records Retention Coordinator
	Permanent


O.
Payroll Records

	Type of Record
	Official Repository
	Retention Period

	Employee Deduction Authorizations
	Payroll Office
	Four (4) years after termination

	Payroll Deductions
	Payroll Office
	Termination plus seven (7) years

	W-2 and W-4 Forms
	Payroll Office
	Termination plus seven (7) years 

	Garnishments, Assignments, Attachments
	Payroll Office
	Termination plus seven (7) years 

	Payroll Registers (gross and net)
	Payroll Office
	Termination plus seven (7) years

	Time Cards/Sheets
	Payroll Office
	Termination plus seven (7) years

	Unclaimed Wage Records
	Payroll Office
	Six (6) years

	Record of Payment
	Payroll Office
	Termination plus seven (7) years

	Whistleblower Records
	Audit Department
	Seven (7) years


P.
Pension and Welfare Benefits

	Type of Record
	Official Repository
	Retention Period

	COBRA documents and records 
	Benefits Department
	Permanent

	403b plan documents (employer)
	Benefits Department
	Permanent

	403b inactive  participant  records
	Benefits Department
	Eight (8) years from the beginning of the plan year to which the record relates

	403b participant  records
	Benefits Department
	Until termination and then move to inactive files.

	Welfare benefits plan documents (including handouts, administrative issues and letters)
	Benefits Department
	Permanent



	Welfare benefits insurance contracts
	Benefits Department
	Eight (8) years from the beginning of the plan year to which the record relates

	Welfare Benefit billings
	Benefits Department
	24 months from billing date

	Inactive employee  benefit files
	Benefits Department
	Eight (8) years from the beginning of the plan year in which a participant terminated employment

	Active employee files
	Benefits Department
	Until termination and then move to inactive files.

	Disability Claim files
	Benefits Department
	Eight (8) years from the beginning of the plan year in which a participant terminated employment

	Other entity - Inactive participant   files
	Benefits Department
	Eight (8) years from the beginning of the plan year in which a participant terminated employment

	Pension plan and all attached amendments
	Benefits Department
	Permanent


Q.
Personnel Records

	Type of Record
	Official Repository
	Retention Period

	Commissions/Bonuses/ Incentives/Awards
	Human Resources
	Seven (7) years

	Federal reporting requests, IPEDS, Employer Information Reports and other information regarding composition of student body, faculty, and staff
	Institutional Research
	Two (2) years after superseded or filing (whichever is longer)

	Employee Earnings Records
	Human Resources
	Termination plus seven (7) years

	Employee Handbooks 
	Human Resources
	1 copy kept permanently

	Employee Personnel Records (including individual attendance records, application forms, job or status change records, performance evaluations, termination papers, withholding information, test results, training and qualification records)
	Human Resources
	Termination plus seven (7) years 

	Employment Contracts 
	Human Resources
	Seven (7) years after separation

	Employment Records ‑ Correspondence with Employment Agencies and Advertisements for Job Openings
	Human Resources
	Three (3) years from date of hiring decision

	Employment Records ‑ All Non‑Hired Applicants (including all applications and resumes ‑ whether solicited or unsolicited, results of post‑offer, pre‑employment physicals, results of background investigations, if any, related correspondence)
	Human Resources
	Four (4) years 

	Job Descriptions
	Human Resources
	Three (3) years after superseded

	Personnel Count Records
	Human Resources
	Three (3) years

	Forms I-9
	Generating Office (Human Resources, Student Employment, Payroll or Mabee Center)
	Three (3) years after hiring or one (1) year after separation if later

	Welfare and Benefit Plan Records
	Benefits Office
	Permanent

	Occupational Health, Injury, Illness
	Office of Risk Management
	Seven (7) years after termination

	Individual attendance records, withholding information and garnishments
	Payroll Department
	Termination plus seven (7) years


R.
Public Safety

	 Type of Record
	Official Repository
	Retention Period

	Accident reports
	University Security Department
	Five (5) years after report date

	Crime reports
	University Security Department
	Five (5) years after report date

	Property damage reports
	University Security Department
	Five (5) years after report date


S.
Purchasing

	 Type of Record
	Official Repository
	Retention Period

	Purchase orders, contracts, agreements
	Purchasing Department
	Seven (7) years


T.
Real Property

	Type of Record
	Official Repository
	Retention Period

	Documents for leases, licenses, construction contracts and other contracts of a temporary nature, valued at less than $50,000
	Operations and Plant 
	Seven (7) years after expiration of lease or contract term

	Property deeds, easements, licenses, rights of way, leases, rights of first refusal, remainder interests, mortgages
	Operations and Plant 
	Permanent

	Property tax returns filed with taxing jurisdiction
	Office of Finance and Accounting
	Seven (7) years

	Title insurance policies
	Office of Risk Management
	10 years after disposal of property


U.
Sponsored Programs

	Type of Record
	Official Repository
	Retention Period

	Financial records, supporting documents, statistical records, and all other records pertinent to an award
	Office of Sponsored Programs
	Three (3) years from the date of submission of the final expenditure report or, for awards that are renewed quarterly or annually, from the date of the submission of the quarterly or annual financial report, or such longer date as may be required by the Code of Federal Regulations.

	 Records for real property and equipment acquired with Federal funds 
	Office of Sponsored Programs
	Three (3) years after final disposition


V.
Tax Records
	Type of Record
	Official Repository
	Retention Period

	Tax-Exemption Records and Related Correspondence
	Corporate Secretary
	Permanent

	IRS Rulings
	University Counsel
	Permanent

	Excise Tax Records
	Office of Finance and Accounting
	Seven (7) years

	Payroll Tax Records
	Office of Finance and Accounting
	Seven (7) years

	Tax Bills, Receipts, Statements
	Office of Finance and Accounting
	Seven (7) years

	Tax Returns ‑ Income, Franchise, Property
	Office of Finance and Accounting
	Permanent

	Tax Workpaper Packages ‑ Originals
	Office of Finance and Accounting
	Seven (7) years

	Sales/Use Tax Records
	Office of Finance and Accounting
	Seven (7) years

	Annual Information Returns - Federal and State
	Office of Finance and Accounting
	Permanent

	IRS or other Government Audit Records
	Office of Internal Audit
	Permanent
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