








Note: No document list can be exhaustive. Questions regarding the retention period for 
any specific document or class of documents not mentioned here should be addressed to 
the Compliance Coordinator. 

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. 

3. Destruction Authorization-Data stewards are responsible for authorizing the disposal of
records. When the records to be disposed of are confidential, the services of a document
destruction service with which the University has contracted should be used. No
documents that contain sensitive or confidential information should be placed in the trash
without being shredded.

4. Disposal of Electronic Records, Film, and Tapes-Electronic or machine-readable
records containing confidential information require a two-step process for assured,
confidential destruction. Deletion of the contents of digital files and emptying of the
"trash" is the first step. It must be kept in mind, however, that reconstruction and
restoration of deleted files are quite possible. With regard to records stored on a hard
drive, it is recommended that advice from University IT employees be utilized so that all
data from the storage device can be removed. Reconstruction of any data formerly stored
on the hard drive should be prevented. Film, audio, and video containing confidential
information should also be physically destroyed, not simply thrown away.

5. Destruction Record -A destruction record is an inventory describing and documenting
those records, in all formats, authorized for destruction, as well as the date, agent, and
method of destruction. The destruction record itself should not contain confidential
information. It is anticipated that in most cases only one copy of the destruction record
will be retained, in the office of origin. The destruction record may be retained in paper
or electronic formats.
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HISTORY 
• March 28, 2022 -University Policy Committee voted to recommend policy and schedule

to President's Council
• April 13, 2022-President's Council voted to recommend policy and schedule to

President Duffy, and President Duffy approved both documents
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