





5. Unit Responsibilities.
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retention management practices in their administrative units. Each Dean or designee
must:
5.1.1  Implement the unit’s record management practices and conduct periodic in-
services for unit personnel and information sessions for new employees;
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5.1.3  Educate staff within the unit in understanding sound record management
practices;

5.14  Ensure that access to confidential records and information is restricted;

5.1.5  Destroy inactive records upon passage of the applicable retention period; and

5.1.6  Ensure that records are destroyed in a manner that is appropriate for the type
of records and information involved.

5.2 Some of the general categories of records subject to specific retention periods are
) 3 1 .. 1. . | E— ﬁ!_._" z i_i - d < ’«;" *—-J. —"L_“ i‘“‘ -I:“F
e ——————

—
i

-




], General Retentian Regrirements for Rinaneial Rerorrds

8.1 Financial Aid Records.
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aid records. Any records, reports and forms pertaining to financial aid that are
not otherwise covered by the requirements set forth below should be kept for
three (3) years from the end of the award year in which the report was
submitted. The following general requirements are for the Higher Education

(DOE).

8.1.2 Original promissory notes should be kept until the loan is satisfied or the
documents are no longer needed to enforce the obligation.

8.1.3 Records pertaining to the amount of a loan, terms of repayment, and the
repayment history should be kept for three (3) years from the date on which a
loan is assigned to the DOE, is cancelled, or is repaid.

8.1.4 Records pertaining to borrower eligibility and participation should be kept for
three (3) years from the end of the award year in which the student last

attended.
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the award year in which the report was submitted.



from the date that the tax return is due or tax is paid, whichever is later. All
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general financial (tax) records and supporting documents be maintained for
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8.3 Accounts Payable Records.
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9.2.1.1 Records pertaining to hiring, promotion, demotion, transfer,
layoff or termination, rates of pay and other terms of
compensation;

9.2.1.2 Records pertaining to composition of a work force
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Americans with Disabilities Act;
9.2.1.3 Records pertaining to the Colleges’ Affirmative Action
Compliance Program (AAPC) and any complaints thereunder;
9.2.1.4 Records pertaining to tests or selection criteria used as the basis of
employment decisions, and the impact of such tests and criteria
upon employment opportunities of persons of race, sex or ethnic

group.

opposite sex in the same establishment must also be kept for a period of three
(3) years.

9.2.3 The Age Discrimination in Employment Act (ADEA) requires employers to
maintain employee records containing names, addresses, dates of birth,
occupations, rates of pay and compensation for a period of three (3) years.

9.3 Benefits Records (ERISA).

9.3.1 The College is not subject to the Employee Retirement Income Security Act
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