Department of Sociology Records Retention Schedule

Note:  The Department schedule may differ from the UW’s published retention schedule because of our filing systems.  In no case is our retention schedule shorter than that required by the UW.

	Record Category
	Document Type
	Who
	Department Retention Schedule
	UW Retention Schedule
	Department Disposition

	Ballots

	
	Committee Selection

Hiring decisions

Promotion decisions—positive

Promotion decisions—negative
	Main Office
	1 year after votes counted

3 years after ballots counted
	1 year after votes counted

3 years after ballots counted
	Dispose

	Committees

	
	Ballots for committee selection (Executive Committee in Sociology)
	Main Office
	1 year after votes counted
	1 year after votes counted
	Dispose

	
	Committees (search, undergraduate program, graduate program)
	Committee Chair

Main Office
	6 years after end of calendar year
	
	Archives for review

	
	Search Committee
	Committee Chair

Main Office
	5 years after end of search
	5 years after end of search
	Dispose

	
	Staff and Faculty Meetings
	Main Office
	6 years after end of calendar year
	
	Archives for review

	Correspondence

	
	Chron File/Day File

(outgoing/external/internal/interdepartmental)
	Main Office

Advising
	5 years after end of calendar year
	5 years after end of calendar year
	Archives for review

	Curriculum

	Curriculum (cont’d)
	Course Ratings Forms and Comments Sheets (student evaluations)
	Main Office

Advising

Faculty
	We retain these indefinitely since they’re used for promotion and tenure and are included in the faculty binders and faculty personnel files.
	3 years after end of quarter


	Dispose

	
	Course History Files
	Advising
	Until course is dropped
	Until course is dropped
	Archives for review

	
	Conferences/Seminars/Short Courses/Conventions/Institutes
	Main Office

Advising
	3 years after end of event
	3 years after end of event
	Archives for review

	
	Curriculum Committee Reports
	Advising
	1 year after end of quarter
	1 year after end of quarter
	Dispose

	
	Curriculum Database Printouts
	Advising
	1 year after end of quarter
	1 year after end of quarter
	Dispose

	
	Curriculum Proposals—Approved
	Advising
	5 years after proposal approved
	5 years after proposal approved
	Archives for review

	
	Curriculum Proposals—Denied
	Advising
	1 year after proposal denied
	1 year after proposal denied
	Archives for review

	
	Lecture Series
	Advising

Main Office
	5 years after end of calendar year
	5 years after end of calendar year
	Archives for review

	
	Outreach Programs
	Advising

Main Office
	5 years after end of calendar year
	5 years after end of calendar year
	Archives for review

	
	Program Reviews—Graduate & Undergraduate
	Advising
	10 years after end of calendar year
	10 years after end of calendar year
	Archives

	
	Summer Institutes
	Advising

Main Office
	5 years after end of calendar year
	5 years after end of calendar year
	Archives for review

	
	Textbook orders
	Advising
	1 year after end of quarter
	1 year after end of quarter
	Dispose

	
	Time schedules
	Advising
	1 year after end of quarter
	1 year after end of quarter
	Archives

	
	Time schedule changes
	Advising
	1 year after end of quarter
	1 year after end of quarter
	Dispose

	
	Time schedule worksheets
	Advising
	1 year after end of quarter
	1 year after end of quarter
	Dispose

	Department Administration

	Department

Admin-

istration

(cont’d)

Department

Admin-

istration

(cont’d)


	Annual Reports
	Main Office
	5 years after end of reporting period
	5 years after end of reporting period
	Archives for review

	
	Awards Files
	Main Office
	3 years after date of award
	3 years after date of award
	Archives for review

	
	Ballots
	Main Office
	1 year after count verified (except for tenure denial, which is 3 years)
	1 year after count verified (except for tenure denial, which is 3 years)
	Dispose

	
	Calendars/appt books/daily schedules/telephone logs
	Main Office

Advising
	1 year after end of calendar year
	1 year after end of calendar year
	Dispose

	
	Correspondence, chron files (including written correspondence between/within UW offices/departments & other UW offices/departments OR non-UW entities
	Main Office

Advising
	5 years after end of calendar year
	5 years after end of calendar year
	Archives for review

	
	Conferences/Seminars/Short Courses/Conventions/Institutes
	Main Office

Advising
	3 years after end of event
	3 years after end of event
	Archives for review

	
	Equipment Inventory Cards (orange cards)
	Main Office
	Until equipment inventory report is verified
	Until equipment inventory report is verified
	Dispose

	
	Equipment Inventory Reports
	Main Office
	Until superseded by updated & approved equipment inventory report
	Until superseded by updated & approved equipment inventory report
	Dispose

	
	Equipment Maintenance/Service Reports
	Main Office
	6 years after service date (these are kept in the financial records)
	6 years after service date
	Dispose

	
	Facility Requests—Mtce & Alterations
	Main Office

Advising
	2 years after end of biennium
	2 years after end of biennium
	Dispose

	
	Faculty Meeting Minutes
	Main Office
	6 years after end of calendar year
	6 years after end of calendar year
	Archives

	
	Gift Activity Reports
	Main Office
	Administrative purpose served
	Administrative purpose served
	Dispose

	
	History Files (documents history & development of an office, program, event)
	Main Office

Advising
	5 years after end of calendar year
	5 years after end of calendar year
	Archives

	
	Incident Reports (internal departmental reports of facility damage, theft of UW property, etc., when no claim has been filed)
	Main Office
	1 year after end of calendar year
	1 year after end of calendar year
	Dispose

	
	Key Records
	Main Office
	Until superseded or key is reassigned to another user
	Until superseded
	Dispose

	
	Organization Charts
	Main Office
	Until superseded
	Until superseded
	Archives

	
	Photos/slides/videotapes/

audiotapes
	Main Office

Advising
	Administrative purpose served
	Administrative purpose served
	Archives

	
	Planning/project files
	Main Office

Advising
	5 years after calendar year
	5 years after calendar year
	Archives for review

	
	Policies and Procedures
	Main Office
	Until superseded
	Until superseded
	Archives

	
	Property Activity Requests
	Main Office
	End of biennium
	End of biennium
	Dispose

	
	Public Records Requests
	Main Office
	2 years after end of calendar year
	2 years after end of calendar year
	Dispose

	
	Publications Production Records (includes working materials & drafts of brochures, flyers, newsletters, etc.)
	Main Office

Advising
	3 years after date of publication
	3 years after date of publication
	Archives

	
	Records Center Storage Documentation
	Main Office

Advising
	3 years after disposition of last record on a accession confirmation
	3 years after disposition of last record on an accession confirmation
	Dispose

	
	Records Retrieval Requests
	Main Office

Advising
	1 year after return of all records on retrieval request
	1 year after return of all records on retrieval request
	Dispose

	
	Request for Use of University Facilities
	Main Office

Advising
	1 year after facility used or 1 year after request denied
	1 year after facility used or 1 year after request denied
	Dispose

	
	Room Assignment Requests
	Main Office

Advising
	1 year after end of quarter
	1 year after end of quarter
	Dispose

	
	Shredding pick-up request
	Main Office

Advising
	3 years after date of shredding pick-up
	3 years after date of shredding pick-up
	Dispose

	
	Space survey
	Main Office
	Until superseded
	10 years after calendar year
	Dispose

	
	Subpoenas
	Main Office

Advising
	6 years after case is closed/records produced
	6 years after case is closed/records produced
	Dispose

	
	Surveys/Questionnaires
	Main Office

Advising
	1 year after results compiled
	1 year after results compiled
	Dispose

	
	Surveys/Questionnaire reports
	Main Office

Advising
	3 years after end of calendar year
	3 years after end of calendar year
	Archives for review

	
	Training Materials
	Main Office

Advising
	2 years after training session no longer presented
	2 years after training session no longer presented
	Dispose

	
	Y2K Compliance Files
	Main Office

Advising
	10 years from project completion
	10 years from project completion
	Can dispose of

	Financial Records (because of the Department’s financial filing system—packing slips are attached to the orders/purchase requisitions) all financial records are retained for 6 years after the end of the biennium.  These guidelines include grant and contract budgets.

	
	Financial files:  anything filed in our financial files
	Main Office
	6 years after end of biennium
	2 years after end of biennium
	Dispose

	
	Audit Reports by the Internal Auditor
	Main Office
	3 years after resolution of audit issues
	3 years after resolution of audit issues
	Dispose

	
	Audit Reports—State or Independent Auditor
	Main Office
	6 years after resolution of audit issues
	6 years after resolution of audit issues
	Archives

	
	Bank Records
	Main Office
	6 years after end of month
	6 years after end of month
	Dispose

	
	Budget Signature Cards
	Main Office
	6 years after termination of authorization
	6 years after termination of authorization
	Dispose

	
	CTIs Issued, including source documents
	Main Office
	6 years after end of biennium
	6 years after end of month
	Dispose

	
	Endowment Fund Records
	Main Office
	6 years after end of biennium
	1 year after funds disbursed
	Archives for review

	
	Gift Records (Transmittal forms, GARs, etc.)
	Main Office
	6 years after end of biennium
	2 years after end of biennium
	Dispose

	
	Petty Cash (Revolving Fund) Records
	Main Office
	6 years after end of biennium
	6 years after end of month
	Dispose

	
	ProCard Records, including logs, receipts, packing slips
	Main Office
	6 years after end of biennium
	6 years after end of month
	Dispose

	Personnel and Payroll Documents (applies to grants/contracts as well as state budgets)

	Personnel

and

Payroll

(cont’d)

Personnel

and

Payroll

(cont’d)

Personnel

and

Payroll

(cont’d)

Personnel

and

Payroll

(cont’d)


	Affirmative Action Data Form
	Main Office
	Do not retain; forward all copies.
	
	

	
	Affirmative Action Information Requests (for searches)
	Main Office
	3 years after completion of hiring process (maintain separately until after the final selections are made)
	3 years after completion of hiring process
	Dispose

	
	Affirmative Action Plans (compiled by EOO)
	Main Office
	Until superseded (I have from 1995 on filed in a binder in my office)
	Until superseded
	Dispose

	
	Affirmative Action Updates—Classified & Professional Staff
	Main Office
	3 years after receipt of report
	3 years after receipt of report
	Dispose

	
	Affirmative Action Updates—Faculty
	Main Office
	3 years after receipt of report
	3 years after receipt of report
	Dispose

	
	Applicant Flow Reports
	Main Office
	3 years after completion of hiring process
	3 years after completion of hiring process
	Dispose

	
	Appointment packets—faculty
	Main Office
	3 years after termination of employment with the department
	3 years after termination of employment with the department
	Dispose

	
	Approval of Outside Work for Compensation, Request for (faculty/professional staff)
	Main Office
	3 years after end of calendar year
	3 years after end of calendar year
	Dispose

	
	Ballots for appointment, promotion, tenure
	Main Office
	Denial of tenure:  3 years after ballots counted

For other:  1 year after ballots counted
	Denial of tenure:  3 years after ballots counted

For other:  1 year after ballots counted
	Dispose

	
	Check Registers
	Main Office
	6 months after check issued
	6 months after check issued
	Dispose

	
	Department Action Notices
	Main Office
	Until payroll action processed
	Until payroll action processed
	Dispose

	
	Disciplinary Action Notices—Classified & Professional Staff
	Main Office
	3 years after termination of employment with the department
	3 years after termination of employment with the department
	Dispose

	
	Disciplinary Action Notices—Faculty/Academic Personnel
	Main Office
	3 years after termination of employment with the department
	3 years after termination of employment with the department
	Dispose

	
	Disciplinary Action Notices—Hourly or Student Employees
	Main Office
	3 years after termination of employment with the department
	3 years after termination of employment with the department
	Dispose

	
	Employment Forms Checklist
	Main Office
	3 years after termination of employment (included in payroll/personnel file)
	Until completion of hiring process
	Dispose

	
	ETR (exception time reports)
	Main Office
	6 years after end of calendar year
	3 years after end of month
	Dispose

	
	Faculty Reviews
	Main Office
	3 years after completion of review
	3 years after completion of review
	Dispose

	
	Faculty Workload Summary Report
	Advising
	1 year after end of academic year
	1 year after end of academic year
	Dispose

	
	Faculty Workload System Verification Reports
	Advising
	1 year after end of quarter
	1 year after end of quarter
	Dispose

	
	FEC Forms
	Main Office
	Indefinitely (part of personnel file)
	1 year after end of fiscal year
	Dispose

	
	Grievance Files
	Main Office
	3 years after case resolved or withdrawn
	3 years after case resolved or withdrawn
	Dispose

	
	Incident/Accident Reports
	Main Office
	1 year after end of calendar year
	1 year after end of calendar year
	Can dispose of

	
	Job descriptions
	Main Office
	3 years after revised
	3 years after revised
	Archives for review

	
	Orientation and Training Files
	Main Office
	Until superseded
	Until superseded
	Archives for review

	
	Payroll certification reports/Expense distribution reports
	Main Office
	3 years after end of month
	3 years after end of month
	Dispose

	
	Payroll Folders (for individual employees)
	Main Office
	6 years after calendar year of termination of employment with the department 
	3 years after termination of employment with the department
	Dispose

	
	Payroll records (including hourly timesheets, RSTs)
	Main Office
	6 years after end of biennium (for grants/contracts, 6 years after end of biennium in which the funding period ended) 
	6 years after end of calendar year
	Dispose

	
	Performance Evaluations
	Main Office
	3 years after completion of review
	3 years after completion of review
	Dispose

	
	Personnel Files/Folders—Classified & Professional Staff
	Main Office
	6 years after calendar year of termination of employment with department (contain hourly timesheets)
	3 years after termination of employment with department
	Dispose

	
	Personnel Files/Folders—Faculty/Academic Personnel
	Main Office
	3 years after termination of employment with the department
	3 years after termination of employment with department
	Dispose

	
	Personnel Files/Folders—Hourly/Per Diem/Temporary/Students
	Main Office
	6 years after calendar year of termination of employment with department
	3 years after termination of employment with department
	Dispose

	
	Personnel Requests
	Main Office
	Until superseded
	Until superseded
	Dispose

	
	PTR (positive time reports)
	Main Office
	6 years after end of calendar year
	6 years after end of month
	Dispose

	
	Paycheck Advice Registers (signature sheets)
	Main Office
	6 months after end of calendar year
	6 months after end of calendar year
	Dispose

	
	Reclassification Documents
	Main Office
	6 years after employee’s termination of employment with the department (part of employees personnel file)
	3 years after employee’s termination of employment with the department
	Dispose

	
	Reference Letters
	Main Office
	1 calendar year after date of receipt
	1 calendar year after date of receipt
	Dispose

	
	Report of Leave Taken (Time Records for Classified & Professional Staff)
	Main Office
	6 years after the end of the month
	6 years after the end of the month
	Can dispose of

	
	Resumes, unsolicited
	Main Office
	1 year after date of receipt
	1 year after date of receipt
	Dispose

	
	RST
	Main Office
	Include in payroll folders
	Include in payroll folders
	Can dispose when dispose of payroll folder

	
	Salary Increase Worksheets
	Main Office
	3 years after salary increase
	3 years after salary increase
	Dispose

	
	Summaries of Outside Professional and Public Activities
	Main Office
	3 years after end of calendar year
	3 years after end of calendar year
	Dispose

	
	Tenure appeals
	Main Office
	3 years after termination of employment with department
	3 years after termination of employment with department
	Dispose

	
	Tenure/Promotion/Merit Pay Evaluations
	Main Office
	3 years after completion of review
	3 years after completion of review
	Dispose

	
	Time Records (Form220)
	Main Office
	Until termination of employment with the department then transfer originals to Payroll Office & retain copy in the personnel folder
	Until termination of employment with the department then transfer originals to Payroll Office & retain copy in the personnel folder
	Can dispose of when dispose of payroll folder

	
	Leave Request Forms
	Main Office
	1 year after annual audit of Form 220
	1 year after annual audit of Form 220
	Dispose

	
	Timesheets (for hourly)
	Main Office
	6 years after end of calendar year
	6 years after end of month
	Can dispose of when dispose of payroll folder

	
	Timesheets (for classified & professional staff)
	Main Office
	6 years after end of calendar year
	6 years after end of calendar year
	Can dispose of when dispose of payroll folder or on regular cleanout of payroll folder.

	
	Workers Compensation (L&I) Forms
	Main Office
	3 years after termination of employment with the department
	3 years after termination of employment with the department
	Can dispose of when dispose of payroll/personnel folders

	Research and Grant/Contract Records (fiscal files are covered by the retention period above)

	Research &

Grant/

Contract Records

(cont’d)
	Administration Records for grants/contracts awarded (records of awards, NEA, proposals, etc.), including rants from internal funding sources (RRF, CSSS)
	PI

Main Office
	6 years after final termination of grant/contract
	3 years after final termination of grant/contract
	Archives for review

	
	Applications for Grants/Contracts, including from internal funds—Awarded
	PI

Main Office
	6 years after final termination of grant/contract
	3 years after final termination of grant/contract
	Archives for review

	
	Applications for Grants/Contracts—Denied
	PI

Main Office
	1 year after notification of denial
	1 year after notification of denial
	Dispose

	
	Applications for Grants/Contracts—Not Confirmed
	PI

Main Office
	2 years after submittal
	2 years after submittal
	Dispose

	
	Certificate of Exemption for Human Subjects Research
	Main Office
	6 years after termination of grant
	6 years after termination of grant
	Dispose

	
	Conferences, Seminars, Workshops Sponsored
	PI
	6 years after final termination of grant
	6 years after final termination of grant
	Archives for review

	
	Consent forms—Adults
	PI
	10 years after last contact with subject
	10 years after last contact with subject
	Dispose

	
	Consent forms—minors
	PI
	10 years after last contact with subject OR 3 years after subject reaches age 18, whichever is longer
	10 years after last contact with subject OR 3 years after subject reaches age 18, whichever is longer
	Dispose

	
	Consolidated BSR
	Main Office
	Until superseded
	Until superseded
	Dispose

	
	FEC Forms
	Main Office
	Indefinitely (part of personnel file)
	1 year after end of fiscal year
	Dispose

	
	Human Subjects Review Committee Applications (including withdrawn or denied applications)
	PI/Main Office
	3 years after final termination of grant/contract or 3 years after study termination if research is not grant/contract funded
	3 years after final termination of grant/contract or 3 years after study termination if research is not grant/contract funded
	Dispose

	
	Research Data 
	PI
	6 years after close of study
	6 years after close of study
	Dispose

	Search

	
	Affirmative Action Information Requests (for searches)
	Main Office
	3 years after completion of hiring process (maintain separately until after the final selections are made)
	3 years after completion of hiring process
	Dispose

	
	Applicant Flow Reports
	Main Office


	3 years after completion of hiring process
	3 years after completion of hiring process
	Dispose

	
	Applications for Classified Staff Employment—Hired
	Main Office
	3 years after termination of employment with the department
	3 years after termination of employment with the department
	Dispose

	
	Applications for Classified Staff Employment—Not Hired
	Main Office
	3 years after completion of hiring process
	3 years after completion of hiring process
	Dispose

	
	Applications for Professional Staff Employment—Hired
	Main Office
	3 years after termination of employment with the department
	3 years after termination of employment with the department
	Dispose

	
	Applications for Professional Staff Employment—Not Hired
	Main Office
	3 years after completion of hiring process
	3 years after completion of hiring process
	Dispose

	
	Faculty Search Records
	Main Office
	5 years after end of search
	5 years after end of search (applications must be kept for 3 years for those not hired)
	Dispose

	
	Applications for Hourly & Student Employment—Hired
	Main Office
	3 years after termination of employment with the department
	3 years after termination of employment with the department
	Dispose

	
	Application for Hourly and Student Employment—Not Hired
	Main Office
	3 years after completion of hiring process
	3 years after completion of hiring process
	Dispose

	
	Ballots for appointment
	Main Office
	1 year after ballots counted
	1 year after ballots counted
	Dispose

	Student Records

	Student Records

(cont’d)

Student Records

(cont’d)
	Admission Applications—Enrolled Graduate & Undergraduate Students
	Advising
	6 years after degree awarded/last quarter of activity
	6 years after degree awarded/last quarter of activity
	Dispose

	
	Admission Applications—undergraduate & graduate students not accepted, enrolled or incomplete applications
	Advising
	1 year after completion of admission process
	1 year after completion of admission process
	Dispose

	
	Advisor’s Files
	Advising
	1 years after student inactive or graduated
	2 years after student inactive or graduated
	Dispose

	
	Alumni Lists
	Advising

Dev Coord
	Until superseded
	Until superseded
	Dispose

	
	Funding Awards
	Advising
	6 years after termination of award, if not filed in student folder
	6 years after termination of award, if not filed in student folder
	Dispose

	
	Funding Applications Denied
	Advising
	1 year after completion of application process
	1 year after completion of application process
	Dispose

	
	Class Lists—Temporary
	Advising
	Until superseded by the Revised Class List
	Until superseded by the Revised Class List
	Dispose

	
	Class Lists—Revised (10th day)
	Advising
	2 years after end of quarter
	2 years after end of quarter
	Dispose

	
	Credit by Exam Application
	Advising
	Until end of quarter in which exam is given
	Until end of quarter in which exam is given
	Dispose

	
	Degree Applications
	Advising
	1 year after date of graduation, or for those who did not graduate, 1 year after end of quarter
	1 year after date of graduation, or for those who did not graduate, 1 year after end of quarter
	Dispose

	
	Degree Audit Reporting System Report
	Advising
	Until superseded
	Until superseded
	Dispose

	
	Disciplinary Cases
	Advising

Main Office
	7 years after disciplinary action has been taken and/or after the administrative purpose has been served
	7 years after disciplinary action has been taken and/or after the administrative purpose has been served
	Dispose

	
	Disciplinary Cases—exonerated
	Advising

Main Office
	Destroy upon complete exoneration
	Destroy upon complete exoneration
	Dispose

	
	Entry Code Listings
	Advising
	Until end of quarter
	Until end of quarter
	Dispose

	
	Exam and Answer Sheets
	Instructors
	1 quarter after the end of the quarter in which the exam was given (a sample of each exam and its answer sheet should be retained with Course History Files)
	1 quarter after the end of the quarter in which the exam was given (a sample of each exam and its answer sheet should be retained with Course History Files)
	Dispose

	
	Grade Appeals and Grievance Files
	Advising
	5 years after end of quarter in which issue is resolved
	5 years after end of quarter in which issue is resolved
	Dispose

	
	Grade Books
	Advising

Instructors
	2 years after end of quarter
	2 years after end of quarter
	Dispose

	
	Grade Confirmation Reports
	Advising

Instructors
	2 years after end of quarter
	2 years after end of quarter
	Dispose

	
	Grade Reports, Quarterly
	Advising
	Until transcript received
	Until transcript received
	Dispose

	
	Grade Sheets (Instructor’s Grade Report Sheet)
	Advising/Instructor
	Until superseded by verified grade Confirmation Report
	Until superseded by verified grade Confirmation Report
	Dispose

	
	Graduation Petitions
	Advising
	Until graduation or withdrawal from the UW
	Until graduation or withdrawal from the UW
	Dispose

	
	Major Application—Undergraduate
	Advising
	If approved, part of student folder; if not approved, 1 year after quarter of denial
	If approved, part of student folder; if not approved, 1 year after quarter of denial
	Dispose

	
	Papers/Projects/Assignments by Students
	Instructor
	1 quarter after the end of the quarter in which the assignment was graded
	1 quarter after the end of the quarter in which the assignment was graded
	Dispose

	
	Program of Studies
	Advising
	Until superseded by quarterly grade report
	Until superseded by quarterly grade report
	Dispose

	
	Reference Letters (prepared by UW faculty and staff)
	Advising

Main Office

Faculty
	1 year after end of calendar year
	1 year after end of calendar year
	Dispose

	
	Registrar’s Statistical Reports
	Advising
	1 year after end of quarter
	1 year after end of quarter
	Dispose

	
	Scholarship Applications—Not Awarded
	Advising
	1 year after completion of application process
	1 year after completion of application process
	Dispose

	
	Scholarships Awarded by the Department—Program Records
	Advising
	6 years after termination of program
	6 years after termination of program
	Archives for review

	
	Scholarships Awarded by the Department—Recipients
	Advising
	6 years after award
	6 years after award
	Dispose

	
	Scholarships Awarded by Financial Aid
	Advising
	3 years after award
	3 years after award
	Archives for review

	
	Student Folders—Graduate Degree Awarded
	Advising
	6 years after degree awarded
	6 years after degree awarded
	Dispose

	
	Student Folders—Undergraduate Degree Awarded
	Advising
	6 years after degree awarded
	6 years after degree awarded
	Dispose

	
	Student Folders—Inactive Graduate Students
	Advising
	6 years after last quarter of activity
	6 years after last quarter of activity
	Dispose

	
	Student Folders—Inactive Undergraduate Students
	Advising
	6 years after last quarter of activity
	6 years after last quarter of activity
	Dispose

	
	Student Folders—Non-matriculated
	Advising
	6 years after last quarter of activity
	6 years after last quarter of activity
	Dispose

	
	Student Folders—Visiting Students
	Advising
	6 years after last quarter registered
	6 years after last quarter registered
	Dispose

	
	Theses and Dissertations (record of satisfaction of degree requirements)
	Advising
	6 years after degree awarded
	6 years after degree awarded
	Dispose

	
	Transcripts
	Advising
	While unrolled or until superseded
	While unrolled or until superseded
	Dispose

	
	Undergraduate Admissions Referral Forms
	Advising
	If accepted, part of student folder; if not accepted end of quarter for which applied
	If accepted, part of student folder; if not accepted end of quarter for which applied
	Dispose

	
	Withdrawal Petitions
	Advising
	1 quarter after withdrawal
	1 quarter after withdrawal
	Dispose
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