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SECTION: ADMINISTRATION
AREA: RECORDS
SUBJECT: RECORD RETENTION

PURPOSE

To establish a systematic procedure for control of Records to meet legal requirements, exercise
good stewardship, minimize storage costs, and provide for the systematic disposition of outdated
Records at the University of Arkansas for Medical Sciences (“UAMS”).

SCOPE

This policy applies to all original Records generated in the course of UAMS operations, including
both paper and Electronic Records, and the UAMS offices responsible for creating and maintain
those Records. This policy does not apply to medical or mental health records of the UAMS
Medical Center, which are governed by UAMS Medical Center Policies and Procedures ML 2.02,
Medical Records Retention. This policy does not apply to records of individual faculty members
except as such records may apply to UAMS official business rather than the faculty member’s
research or teaching.

DEFINITIONS

Custodian of Records means the office charged with physical maintenance of campus Records.

Electronic Record means a Record captured through electronic means, which may or may not
have a paper record.

Litigation Hold (also known as a “preservation request”) refers to documents and information
identified by the Office of General Counsel as relevant to a legal matter such as a lawsuit,
government audit or investigation that cannot be destroyed until the Office of General Counsel has
provided clearance for destruction.

Officer in Charge means the person in an office unit, department or division who has primary
authority for retention and destruction of Records in that department or division.

Office of Record means the office, unit, department or division that maintains a Record that is not
maintained by a Custodian of Records.

Record means information generated and/or received in connection with transacting UAMS
business and/or related to UAMS legal obligations that must be maintained for legal or operational
purposes. Records may be in electronic or paper form. Not all information, notes, and references
constitute a Record. Duplicates do not constitute Records.



POLICY

Records to which this policy applies are listed in the Records Retention Schedule [Appendix A].
Records should be retained in accordance with the minimum periods stated in the Records
Retention Schedule and disposed of in a manner that provides for confidentiality and protects
proprietary information.

Appendix B identifies the custodian of campus level UAMS Records. All UAMS offices, units,
departments or divisions which are not campus level custodians shall comply with this policy in
maintaining records identified in Appendix A.

This policy applies equally to Records that exist in electronic or paper form. The content and
function of an email message or Electronic Record determines its retention period. Users should

retain or dispose of Electronic Records in accordance with Appendix A.

PROCEDURE

Storage

Each Custodian and Office of Record will determine the format for Records storage and is
responsible for appropriate retention and/or destruction in accordance with this Policy. Any
Records stored off-site in any medium should include an inventory list or directory or other means
for identifying the stored Records, as well as retention and destruction instructions, if appropriate.

The appropriate Officer in Charge and the Office of General Counsel should be consulted for
document retention requirements of any Record not addressed on Appendix A, and the new
Record should be added to the Records Retention Schedule.

Duplicates

Duplicates of Records should be destroyed when no longer needed. Departments that have copies
of Records for which they are not the Office of Record should carefully consider whether they
need to retain those copies, should destroy them when they are no longer needed, and should handle
them in accordance with other UAMS policies and procedures. Information that does not constitute
a Record, such as notes, messages, duplicates and personal folders should be retained only as long
as administratively needed.

Electronic Mail

Most email messages are created primarily for routine communication or information exchange.
These messages should be considered transitory messages that do not have lasting value. Any
email whose function or content does not require retention for any period under this policy and
that is of no further use should be routinely disposed of as soon as possible. This includes, but is
not limited to, communications to set up meetings, internal requests for information, UAMS
announcements, notices, or correspondence concerning a subject not identified on the Record
Retention Schedule, and emails about personal matters.



All UAMS email and instant message system users are expected to regularly check for new
messages, routinely move any such messages containing Records to dedicated storage, and delete
transitory messages that do not have lasting value as soon as possible after the message is read.
The UAMS email system may be used as dedicated storage with office unit, department or division
approval for messages containing Records. This is accomplished by moving the message from the
default folders of personal email (Inbox, Deleted, Sent Items, etc.) into folder(s) created by
individual users within their mailbox. This will provide convenient search and retrieval
capabilities.

Effective July 1, 2014, UAMS email systems are configured to automatically delete messages
retained for more than one hundred eighty (180) days on active email servers. Also, UAMS email
systems are configured by default to automatically delete messages that have been marked for
deletion by users. Email messages archived by the user will not be auto-deleted. Backup copies
of UAMS email and instant message system files will be kept for a minimum of fourteen (14) days
and a maximum of twenty (20) days. These backups are for system restoration and disaster
recovery purposes and are not designed to facilitate retrieval of deleted messages.

Instant messages are designed for quick communication and should not be used to create Records.
If an instant message conversation does become a matter of Record, it must be saved as a document
to the place of storage designated by the Department for such purposes. Logs of instant messages
are kept for thirty (30) days for system recovery purposes.

If an email or attachment to an email contains a Record that must be retained under this policy, the
user must assure that the Record is kept in a separate folder or database in which Records of the
same type are maintained and accessible, utilizing the retention method as determined by the
Department.

Questions about the proper classification of email messages should be directed to the appropriate
Officer in Charge.

Information Technology should be consulted as needed for guidance on moving electronic
messages containing Records to dedicated storage and assisting with Litigation Holds related to

electronic Records.

Litigation Hold

In the event UAMS is served with any subpoena or request for documents or any employee
becomes aware of a governmental investigation or audit concerning UAMS or the commencement
of any litigation against or concerning UAMS, the Office of General Counsel shall be notified and
shall place a Litigation Hold on any related Records. Records related to a Litigation Hold will not
be scheduled for disposition until all litigation, claims, or audit findings involving the records have
been resolved and final action taken and clearance obtained from the Office of General Counsel.
UAMS employees who have been notified of a Litigation Hold are responsible for preserving all
records and information that fall within the scope of that hold. No employee who has been notified
of a Litigation Hold may alter or delete any record that falls within the scope of that Hold and must



provide access to or copies of such records to the Office of General Counsel upon request.
Information Technology must be notified of any Litigation Hold involving Electronic Records.

Disposition of Records and Destruction of Records

In accordance with UAMS Administrative Guide 3.1.06, University Archives, Records of the
official activities of UAMS officers and offices are the property of UAMS. Records can have
historical value, even when no longer of immediate administrative value. Records should be
destroyed in accordance with the appropriate retention schedule upon the approval of the Officer
in Charge of the department where the Records accumulate. The UAMS University Archivist
should be consulted prior to destruction to determine if the material has historical significance and
should be kept in the UAMS Library.

All paper Records that are protected by confidentiality statutes or that contain confidential or
proprietary information of UAMS must be shredded when they are marked for disposal. All other
paper Records may be disposed of by normal means, i.e., trash containers or recycling bins.
Information Technology should be contacted for information on secure disposal methods for
electronic data.

MISCELLANEOUS

Questions Any questions about this policy should be directed to the appropriate Officer in Charge
or the Office of General Counsel.

Signature: / Date: April 28, 2021




Appendix A
Records Retention Table

Record Description Reference Retention Period
Academic Records Academic Record Permanent
Reconciliation of agency
funds and accounts, federal Arkansas General Records Until authorized by the

Account Reconciliation

revenues/federal
expenditures, capital
asset/capital expenditures

Retention Schedule; A.C.A.

19-4-1108; IRS
Requirements

legislative auditor or 7
years, whichever is later.

Accounting Reports

7 years

Accounts Payable

Current outstanding
liabilities of the agency
including records of
payments of bills, goods
and services, contracts,
vendor payments, and
travel

Arkansas General Records

Retention Schedule; A.C.A.

19-4-1108

Until authorized by the
legislative auditor

Accounts Receivable

Arkansas General Records

Retention Schedule; A.C.A.

Until authorized by the
legislative auditor

19-4-1108

Affirmative Action Plan 3 years
Agendas and Minutes of
Compliance Committee 7 years
Meetings
Agendas and Minutes of
Medical Staff and Executive ADH Regulations Permanent
Committee Meetings
Agendas and Minutes of Other

. 4 years
Committees

. . Arkansas General Records

Annual Audit Reports and The statute describes the Retention Schedule; A.C.A. | Permanent

Financial Statements

keeping of tax records.

19-4-1108

Applicant interview records

Documentation of
recruitment, selection, hire,
and promotion of
employees. Includes
position descriptions, job
announcements and
advertisements, selection
criteria, evaluations,
rankings, and employment
applications of successful
and unsuccessful
applicants.

Arkansas General Records
Retention Schedule;
29 CFR 1602.31

3 years from date position
is filled or final disposition
of a charge of action,
whichever is later.

Appropriation, Budget and
Fund Requests

Any supporting
documentation created
and/or used to justify and
support legislative
appropriations requests by
an agency

Arkansas General Records
Retention Schedule

Until authorized by the
legislative auditor




Appendix A
Records Retention Table

Record Description Reference Retention Period
The final report of an audit
performed by the Arkansas
Division of Legislative
Audit Repor.t .Pr.epared by Audit. Only the final audit Arkansas General Records Ul}tll the next aqdlt report
Arkansas Division of report must be kept; Retention Schedule is issued by Legislative
Legislative Audit supporting documents may Audit

be covered under other
categories of this schedule

Bank Reconciliations, Bank
Statements, Investment
Statements and Investment

Current status of
transaction activity of
agency funds held at the
State Treasury and/or a

Arkansas General Records
Retention Schedule; A.C.A.
19-4-1108; IRS

Until authorized by the
legislative auditor or 7
years, whichever is later

Reconciliations bank Requirements

Evaluation and award of

bids to vendors and/or

agencies, including but not

i)lz)lgg(siatlz’ {)eizl]ilzsctisqﬁ)(jte Arkansas General Records Until authorized by the
Bids ’ Retention Schedule; A.C.A

lists, notices of bid
openings, comparison
summaries, or evidence of
rejected and accepted bids,
vendor correspondence

19-4-1108.

legislative auditor

Billing Information

7 years

Bond Issues, Bond Records of
Debt Payment

Basic records relating to
the bond transaction,
documentation evidencing
expenditure of bond
proceeds; documentation
evidencing use of bond-
financed property by
public and private sources;
documentation evidencing
all sources of payment or
security for the bonds;
documentation pertaining
to any investment of bond
proceeds.

Tax Exempt Bond FAQs
Regarding Record Retention
Requirements; IRS
Requirements

Kept as long as the bonds
are outstanding plus 3
years after the final
redemption date of the
bonds

Capital Equipment Records

Life of asset + 7 years

Case/Experience Logs

COM-Academic Record

AAMC

Permanent

Cash Receipt Registers

Cash receipt transactions
for each agency, including
but not limited to, deposit
slips and other records
used to verify receipts,
estimate revenues, and
reconcile accounts

Arkansas General Records
Retention Schedule; A.C.A.
19-4-1108; IRS
Requirements

Until authorized by the
legislative auditor




Appendix A
Records Retention Table

Record

Description

Reference

Retention Period

Chancellor or Provost
Faculty Grievance Hearing
Proceedings

Documents the
proceedings of a faculty
grievance including the
initial complaint,
investigation, summary
and disposition

3 years after closure of the
grievance

Arkansas General Records

. . Retention Schedule; A.C.A. U“?ﬂ agthonzgd by the
Check Registers Log of checks issued 19-4-1108: IRS legislative auditor or 7
. ’ years, whichever is later
Requirements
Identity of agent or

Chemical Records

substance, place where

used, and time period used.

Joint Commission standard
EC.02.02.01

30 years

Clinical Trial Agreements

The longer of 7 years after
termination of the
agreement or for the period
specified in the agreement.

Clinical Trial Records

Essential documents for
the conduct of a clinical
trial.

21 CFR 312.62

21 CFR 312.57(c) for
sponsors; 312.62(c) for
investigators: 2 years after
a marketing application is
approved or 2 years after
the investigation is
discontinued and the FDA
notified. 21 CFR
812.140(d) for sponsors
and investigators: 2 years
after the investigation is
terminated or ends, or 2
years after the records are
no longer required for
purposes of supporting a
pre-market approval
application or a notice of
completion of a product
development protocol,
whichever is later

College level
Faculty Grievance Hearing
Proceedings

Documents the
proceedings of a faculty
grievance including the
initial complaint,
investigation, summary
and disposition

Arkansas General Records
Retention Schedule

3 years after closure of the
grievance

Competitive Bids

Evaluation and award of
bids to vendors and/or
agencies, including but not
limited to, requests for
proposals, bid and quote
lists, notices of bid
openings, comparison
summaries, or evidence of

Arkansas General Records
Retention Schedule; IRS
Requirements

Until authorized by the
legislative auditor or 7
years, whichever is later




Appendix A
Records Retention Table

Record Description Reference Retention Period
rejected and accepted bids,
and vendor
correspondence.
Comphance Investigations and 31 USC 3731 10 years
Audits
Compliance Manuals 31 USC 3731 10 years after superseded.

Computer Operation
Documentation

Records of data entry
processes, computer
equipment operation,
production control, tape
library, system backup,
operation, maintenance,
operating manuals, system
requirements, etc.

Arkansas General Records
Retention Schedule

Until replaced by an
updated version.

Kept by Departments as

Conference Attendance Logs COM-Residents AAMC needed for Credentialing
5 years or as required by
Conflict of Interest Records Non-governmental contragt or appl'lcable '
Sponsors. regulations, whichever is
later.
3 years from submission of
42 CFR 50.604 final expenditures report or
Conflict of Interest Records EZ‘;:;?E}}: -Funded 21 CFR 54.6 2 years from submission of
’ NSF Grant Policy Manual marketing application to

FDA; whichever is later.

Contracts (see also Medicare

Advantage Contracts)

Documents the contractual
obligations of an agency or
those owed to the agency

Arkansas General Records
Retention Schedule

5 years after contract
termination/expiration.

Controlled Substance Records

CMS

5 years

Copyright Release Forms

3 years after date of last
use.

Cost Accounting

7 years

Cost Report

5 years after report is filed

Court Orders

Court orders that impact
UAMS

10 years after final
disposition

Criminal Investigation
Records

Records related to criminal
offenses occurring on
campus.

3 years after case files are
closed

Data files in support of patent

Patent term plus any
extensions

6 years after life of patent.




Appendix A
Records Retention Table

Record

Description

Reference

Retention Period

Data or database dictionary
documentation

Database and data file
documentation (i.e. data
dictionaries, metadata
documentation, data
element reports, diagram or
logical data model, etc.).

Arkansas General Records
Retention Schedule

Until replaced by an
updated version.

Debit/Credit

Adjustment of dollar
amounts in funds due to
recording errors, transfers
between accounts, receipt
and verification of special
deposits, and/or
withdrawals

Arkansas General Records
Retention Schedule; A.C.A
19-4-1108; IRS
Requirements

Until authorized by the
legislative auditor or 7
years, whichever is later

Depreciation Schedules

Life of Asset + 7 years

Disaster Drills and Training Joint Commission 3 years
Disciplinary/Remedial Action Academic Record AAMC Permanent
Records
Records related to claims
Discrimination Complaint of discrimination under 5 years from date of record
Case Files and Records ADA, ADEA, Title VI, or complaint resolution.
Title VII, Title IX, etc.
Docum entation of Dismissal Academic Record AAMC Permanent
or Withdrawal
Documentation of Grade Academic Record AAMC Permanent

Changes

Drug Free Schools Act
Biennial Review

34 CFR 86.103

3 years. If any litigation,
claim, audit, review or
other action involving the
records begins before the
expiration of the 3 year
period, the agency shall
retain the records until
completion and resolution
of all issues that arise from
the action, or until the end
of the 3 year period,
whichever is later.

Duty Hour Logs/Attestation

Kept by Departments as

Statements COM-Residents AAMC needed for Credentialing
ECFMGQ, Visa, etc. certificates | COM-For Residents AAMC Permanent

Records related to work

force composition
EEOC Records and Reports according to race, 3 years

ethnicity, sex, disability,
etc.




Appendix A
Records Retention Table

Record

Description

Reference

Retention Period

Employee Benefit Records

Documents pertaining to
an employee’s personal
health information such as
medical and dental benefit
records.

Arkansas General Records
Retention Schedule; ERISA
Section 107

6 years after separation or
until closure of unresolved
personnel issues,
whichever is later

Employee Exposure Records
and Medical Records

Exposure means a
measuring of a toxic
substance or harmful
physical agent.

Employee medical record
means a record concerning
the health status of an
employee which is made or
maintained by a physician,
nurse, health care
personnel, or technician.

29 CFR 1910.1020

Duration of employment +
30 years

Employee (non-faculty)
Grievance Records and
Reports

Documents the
proceedings of an
employee grievance,
including the initial
complaint, actions,
investigations, summary
and disposition

Arkansas General Records
Retention Schedule

3 years after closure

Employee History Records;

Records pertaining to
length of service and pay-

Arkansas General Records

f{rer;%lﬁﬁee Demographic grade evidencing proof of | Retention Schedule Permanent
service
. Depends on type of
ir(r:l(])arl(cl)sy o Safety Training 29 CFR 1910.1020 training - 1 year to length
of employment

Employee/Student Injury &

Documents filed by an
employee, student, or
supervisor regarding an

29 CFR 1910.1020

Duration of employment +

Incident Report injury or incident suffered 30 years

on campus or in a UAMS

sponsored function.
Employee Wage and Hour Records pertaining to time Arkans.as GeﬁerallRecords
Records and leave information Retention Schedule, 29 7 years

' CFR 1620.32

Endowments Permanent

A plan that includes goals

and objectives which
Equal Employment delineates the steps an Arkansas General Records 3 vears after replacement
Opportunity Plan agency will take to provide | Retention Schedule y p ‘

equal opportunity within
its workforce.

Equipment Records

Joint Commission Hospital
Accreditation Standard
EC.02.05.01 EP2

Life of equipment.




Appendix A
Records Retention Table

Record

Description

Reference

Retention Period

Export Control Records

15 CFR 762.6

5 years from the date of
export, known re-export,
transaction termination, or
receipt of boycott-related
request, whichever is later

Facilities and Administrative
Cost Rate Proposals

Proposals, plans,
computations and
supporting records.

2 CFR 215.53
45 CFR 74.53(g)

3 years from date of
submission, or, if not
submitted, 3 years from
end of the fiscal year
covered by the proposal.

Faculty Promotion and Tenure

Packets 10 years
Records of compliance
Federal Compliance Records w'ith the ADA, ADEA, Wilson v. Garcia, 471 U.S. 3 years
Title VI, Title VII, Title 261 (1985)
IX, etc.
Documentation and records
pertinent to an award,
Federally Funded Grant supporting documents, 3 years from submission of
e 2 CFR 200.334 .
Records statistical records, final expenditures report.
cooperative agreements,
etc.
5 years after completion of
Fee Waiver Records Tuition discounts 28 USC 1658 the class for which the fee

was waived

Finance Document Routing
Approvals

7 years

Financial records of clinical
investigators

Records showing any
financial interest or
arrangement paid to a
clinical investigator by the
sponsor of the study,
records showing payments
of other sorts made by the
sponsor to the clinical

2 years after the date of
approval of an application
for research or marketing
permit of a covered

investigator, or any interest product.
held by a clinical
investigator in the tested
product or in the sponsor.
Financial Reports 7 years
Fire Evacuation drills NFPA; Joint Commission 3 years
. . Including inspection and
Fire Protection System test records and fire Joint Commission; ADH 3 years
Records L
extinguisher records.
Leave records, FMLA
FMLA Records notices, records of 29 CFR 825.500 3 years

disputes.




Appendix A
Records Retention Table

Record Description Reference Retention Period

State FOIA request and
agency reply to the request;

FOIA Requests does not include the Arkansgs General Records 3 years

. Retention Schedule

records provided pursuant
to the request

Formal presentations Formal presentations Arkansas General Records 1 vear

p delivered by UAMS. Retention Schedule y

An accounting of all fiscal Arkansas General Records Until authorized by the

General Ledger Registers

transactions for the agency
for each month

Retention Schedule; A.C.A.
19-4-1108; IRS

legislative auditor or 7
years, whichever is later

Requirements
All reports of hazardous
Hazardous Waste Records waste activities during ADEQ Regulations 3 years
each calendar year.
HIPAA Documentation- HIPAA 6 years
Research
HIPAA Policies and
Procedures/Other HIPAA HIPAA 6 years
documents
HLC Accreditation Letters Permanent
Time and attendance
reports, rates of pay,
miscellaneous
Hour, Attendance, and Pa Egz;t?;ll/ifg N :: tLOHSs feave 29 CFR Part 1602
U g Y usage, 29 CFR 1620.32 3 years

Related Records

authorization for
compensating time off,
overtime documentation,
wage additions/deductions,
work schedules, etc.

Equal Pay Act

I-9 Forms and Records

Documents that an
employer has verified
prospective employee/
recruit is a U.S. citizen,
resident alien or legal
immigrant eligible to work
in U.S., as required by U.S.
Immigration and
Naturalization Service

Arkansas General Records
Retention Schedule; IRS
Requirements

3 years from date of hire or
1 year after separation,
whichever is later

iSAFE Incident Reports (HR)

Documents filed in the
iSAFE system raising
complaints of
discrimination, harassment
or other professional
conduct

10 after the resolution of
the complaint

IACUC Minutes

Including records of
attendance, committee
activities and deliberations.

9 CFR 2.35

3 years or, for records
related to research, 3 years
after completion of the
research.




Appendix A
Records Retention Table

Record Description Reference Retention Period
Proposed activities, 3 years or, for records
IACUC Protocols proposeq 51gn1'ﬁ.czf1nt 9 CFR 2.35 related to rese?arch, 3 years
changes in activities, after completion of the
approvals and denials. research.

. A.C.A. 4-88-115 and Red 5 years after account
Identity Theft Program Red Flag Program Flags Rule closed
Immunohematology and Including quality control ADH Regulations 5 years
Transfusion Records records.

Fee waiver tax liability and

domestic tax liability 7 years or 15 years in cases
Income Tax Records forms, nonremdenﬁt alien 26 CFR Part 301 where the IRS has .
(employment) employee federal income undertaken a collection

tax withholding action.

authorization.

IND/IDE Applications and
Records

Including records of
supporting studies.

21 CFR 312.57(c) for
sponsors; 312.62(c) for
investigators

21 CFR 812.140(d)

21 CFR 312.57(c) for
sponsors; 312.62(c) for
investigators: 2 years after
a marketing application is
approved or 2 years after
the investigation is
discontinued and the FDA
notified. 21 CFR
812.140(d) for sponsors
and investigators: 2 years
after the investigation is
terminated or ends, or 2
years after the records are
no longer required for
purposes of supporting a
pre-market approval
application or a notice of
completion of a product
development protocol,
whichever is later

Industry Sponsored Grants and
Contracts

5 years after contract
expiration or termination,
or as required by the
contract, whichever is
later.

Informed Consent Documents

Research

HIPAA;
21 CFR 312.62

6 years after completion of
the research study; see also
Clinical Trial Records in
this table.

Interviewer Applicant
Evaluation Forms

COP-MMI Academic
Record

AAMC

Permanent

Invention Disclosures

Permanent




Appendix A
Records Retention Table

Record

Description

Reference

Retention Period

Inventory and Capital Assets

Documents a listing of
equipment and furniture
owned by the agency not
including expendable
supplies

Arkansas General Records
Retention Schedule; IRS
Requirements

7 years

Investigational Device
Exemptions

21 CFR 812.140(d)

2 years after the
investigation is terminated
or ends, or 2 years after the
records are no longer
required for purposes of
supporting a pre-market
approval application or a
notice of completion of a
product development
protocol, whichever is
later.

Investigational New Drug
Applications

21 CFR 312.57(c) for
sponsors; 312.62(c) for
investigators

2 years after a marketing
application is approved or
2 years after the
investigation is
discontinued and the FDA
notified.

Invoices

Record of demand for
payment

Arkansas General Records

Retention Schedule; A.C.A.

19-4-1108; IRS
Requirements

Until authorized by the
legislative auditor or 7
years, whichever is later

IRB Correspondence

Correspondence between
IRB and investigators.

45 CFR 46.115
21 CFR 56.115

3 years or, for records
related to research, 3 years
after completion of the
research.

IRB Meeting Records

Minutes, attendance,
actions, votes, discussion
summaries, etc.

45 CFR 46.115

3 years or, for records
related to research, 3 years
after completion of the
research.

IRB Procedures

Written procedures for the
IRB as set forth at 45 CFR
56.103(b)(4) and
56.103(b)(5)

45 CFR 46.115
21 CFR 56.115

3 years or, for records
related to research, 3 years
after completion of the
research.

Research proposals
reviewed, scientific
evaluations, approved

45 CFR 46.115

3 years or, for records
related to research, 3 years

IRB Records sample consent documents, | 21 CFR 56.115 after completion of the
progress reports, reports of research.
subject injuries.

IRS Audit Records Permanent

IRS Rulings Permanent
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Records Retention Table

Record

Description

Reference

Retention Period

Journal Entry Registers

Account records of original
entry/input and provides a
record of debit and credit

journal transactions

Arkansas General Records
Retention Schedule; A.C.A.
19-4-1108; IRS
Requirements

Until authorized by the
legislative auditor or 7
years, whichever is later

Key Records

Issuance, re-issuance, loss,
return, etc.

Duration of employment

Legal Memoranda and
Opinions

Legal opinions received
from agency legal counsel
including any requests
eliciting the opinions

Arkansas General Records
Retention Schedule

5 years after closure of
matter.

Legislative Adopted Budgets

The comprehensive
financial plan for the
agency’s biennial operating
budget that was approved
by the legislature and

Arkansas General Records

Retention Schedule; A.C.A.

19-4-1108; IRS

Until authorized by the
legislative auditor or 7
years, whichever is later

forms a basis of the Requirements
appropriations
If student asks for it to be
Letters of Recommendation added to Academic Record AAMC Permanent

for graduates, residents

COM - MSPE (Dean’s
Letter)

Licensing Agreements

6 years after
termination/expiration.

List of IRB Members

Details described at 45
CFR 46.103(b) (3).

45 CFR 46.115
21 CFR 56.115

3 years or, for records
related to research, 3 years
after completion of the
research.

Litigation Files, Releases and
Settlements

Documents the status of
litigation involving an
agency, its employees or
its departments

Arkansas General Records
Retention Schedule

5 years after final
disposition.

Material Safety Data Sheets

Documents including
information such as the
properties of each
chemical; the physical,
health and environmental
health hazards; protective
measures; and safety
precautions for handling,
storing and transporting the
chemical

29 CFR 1910.1020

Period of use

Medicaid Audits Permanent
Medical Staff Credentials .
. . 10 years after termination.
Files/Licensure
10 years from the final
Medicare Advantage Medicare Managed Care date of the contract period
or from the date of
Contracts Manual, 110.1

completion of any audit,
whichever is later
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Record

Description

Reference

Retention Period

Miscellaneous Accounting

Records Non-Patient Billing Policy 7 years
Proof of lost or destroyed
payroll warrant, request for
issuance of duplicate
Miscellaneous Pay Records warrant, request for 28 USC 1658 7 years

duplicate controller’s
warrant, stop payment
request, payroll exceptions
report.

29 USC 201-219

Motor Vehicle Titles

For life of vehicle

National Electronic
Application Form

Academic Record

AAMC

Permanent

Network Design Files

LAN and WAN schematics
and other relevant network
design information.

Arkansas General Records
Retention Schedule

Until replaced by an
updated version.

Networks and System Usage
Files

Records created to monitor
the use of the agency’s
network traffic and system
access by its customers or
employees.

Arkansas General Records
Retention Schedule

As long as
administratively valuable
to the agency.

News or Press releases

UAMS news or press
releases.

Arkansas General Records
Retention Schedule

1 year

Non-clinical GLP Laboratory
Study Records

Documentation, records
and raw data pertaining to
nonclinical laboratory
studies, including the
master schedule sheet,
copies of protocols, records
of quality assurance
inspections, summaries of
training and experience,
job descriptions, and
maintenance, calibration
and inspection of
equipment.

21 CFR 58.195

2 years from submission of
an application for research
or marketing permit, or 5
years from submission of
results to the FDA in
support of an application
for a research or marketing
permit, whichever is
shorter.

Non-substantive
correspondence

Communications of
temporary business
importance or
unremarkable
communications
concerning day to day
operations/activities.

Arkansas General Records
Retention Schedule

Until no longer
administratively useful.

Nursing Licenses

CON students — all
licensed RN, MNSc, DNP
or PhD students must have
proof of unencumbered
Arkansas license or
compact state license to
practice nursing

CON Student Handbook

Duration of Enrollment
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Records Retention Table

Record

Description

Reference

Retention Period

Occupational Illness and
Injury Records

29 CFR 1910.1020

Duration of employment +
30 years

Official Dates of Enrollment

and Graduation Date Academic Record AAMC Permanent
Official Transcripts Academic Record AAMC Permanent
OIG Correspondence 31 USC 3731 7 years
OSHA Logs 5 years
Semiannual reports and 3 vears or. for records
recommendations, OLAW re?ated to ’research 3 years
Other IACUC Records Assurance, accrediting 9 CFR 2.35 . 22 Y
. after completion of the
agency reports, required
. research.
animal records.
Other Laboratory Records ADH Regulations 2 years

Other Personnel Records

Records such as
professional certification,
promotions, evaluations,
disciplinary actions, and
security check records.

Arkansas General Records
Retention Schedule

5 years after separation or
until closure of unresolved
personnel issues,
whichever is later.

Patents, Trademarks, and

Copyrights Including related records. Permanent
Including cytology and
Pathology Records and histopathology quality ADH Regulations 10 years
Reports
control records.
General ledger interface,
hourly payroll records,
alien exemptions,
Payroll Records computer runs, 29 CFR 516.5 3 years
garnishments, leave,
overtime, payroll changes
and vouchers, W-2 audit
report.
Peer Review Materials 7 years after termination.
Periodic Summative .
. COM-Academic Record AAMC Permanent
Evaluations
Permit and License Arkansas General Records
3 years

Applications

Retention Schedule

Permits and Licenses

Original and renewal of a
license or permit issued by
an agency

Arkansas General Records
Retention Schedule

3 years after license or
permit expiration.

Personal statement for
application

Academic Record

AAMC

Permanent

Pest Control Activity Logs

2 years
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Records Retention Table

Record Description Reference Retention Period
Petty Cash Fund
Records/Change Fund Petty Cash Policy 7 years
Records
Dictated by American Handwritten records 7

Poison Center Calls

Association of Poison
Control Centers

years; electronic records,
permanently

Policies and Procedures

Manuals, guidelines, or
similar records distributed
internally for employees.

Retention Schedule

Arkansas General Records

3 years after superseded.

Position Classification and
Description Files

Documents job description
by a position or class of

positions

Retention Schedule

Arkansas General Records

Until superseded plus 3
years.

Premium Payment Records

Records related to an
ERISA plan necessary to

support or validate
premium payments.

29 CFR 4041.5

6 years

Procedure Credentialing
Forms

COM-Residents

AAMC

Kept by Departments as
needed for Credentialing

Program
Accreditation/Approval Accreditation Permanent
Records
Program Director .

CON — Academic Record Permanent
Correspondence
Promotion and Tenure Faculty Personnel File Permanent

Appointment/Approval Letter

Property Records

Life of asset + 7 years

Purchase of goods and
services by the agency,
including but not limited

Arkansas General Records

Purchasing Records to, purchase requisitions, Retention Schedule; IRS 7 years
orders, authorizations, Requirements
contracts, encumbrances,
maintenance contracts
Quality
Assurance/Performance ADH Regulations 2 years
Improvement Records
Radiation Safety Training ADH Regs RH-8715 3 years

Records

Radioactive Materials License
and Safety Committee
Records

ADH Regs RH-102
ADH Regs RH-8700

Termination of License
Committee documents - 5
years

Radioactive Materials Records

Including calibration tests.

ADH Regulations

RH-8705 and RH-8726

3 years

Real Property and Equipment
Records-Research

Records of real property
and equipment acquired

with federal funds.

45 CFR 74.53

3 years after final
disposition.
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Records Retention Table

Record

Description

Reference

Retention Period

Records of foreign students
under J-1, F-1 or M-1 Visas

22 CFR 514.10(h)
8 CFR 214.3(g)

3 years per federal
regulations

Records Relating to Annual
Audit Reports

ACA 26-18-506

6 years

Recruitment, Hiring, and
Selection Records (Applicant
Pool and disposition of
applications)

Employment inquiries,
applications, records of
hiring, promotion,
demotion, layoff and
termination, records
relating to failure to hire,
job orders, test papers,
physical exams, job
opening advertisements or
notices, opportunities for
overtime or training
programs.

Arkansas General Records
Retention Schedule

29 CFR 1602

29 CFR 1627

29 CFR 1607

41 CFR 60-300.80

3 years from date position
is filled or final disposition
of a charge of action,
whichever is later.

Requests for Reasonable
Accommodation

ADA

3 years

Research Data, Reports, and
Analyses

7 years after final reporting
or publication of a project,
or longer if required by a
sponsor or regulation.

Research Misconduct Records

Records of proceedings
and investigations.

42 CFR 93.317

7 years after completion of
the proceeding or
completion of a PHS
proceeding involving a
research misconduct

allegation.
Returned W-2 Forms Returned by Post Office IRS Requirements 4 years
Royalty records 6 years after life of patent.
Safety Surveys 6 years
Sales/Use Tax Records IRS Requirements 7 years

Sexual Harassment Complaint
Records

Records related to
complaints, investigations,
and findings.

No cause findings - 3 years
from date of record or
complaint resolution.
Cause findings - 10 after
resolution of complaint or
any litigation, whichever is
later

Significant New Findings

Statements of significant
new findings provided to
research subjects.

45 CFR 46.115
21 CFR 56.115

3 years or, for records
related to research, 3 years
after completion of the
research.

Single Audit and Data
Collection Form and Records

2 CFR 200 Subpart F

7 years
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Records Retention Table

Record

Description

Reference

Retention Period

Social Security and Medicare
Tax Records (employment)

26 USC Sections 3101-3128

4 years after tax is due or
paid, whichever is later.

Source Code

Production source code
that generates the machine
language instructions used
to operate an automated
information system.

Arkansas General Records
Retention Schedule

3 most recent versions of
production source code.
Source codes for systems
that are no longer in
production may be

destroyed.
Sponsored Programs Research Until 3 years after
Procedures superseded.
. Arkansas General Records
Strategic Plan Campus Plan Retention Schedule 1 year after replacement.
Student Census Report and . .
HLC Accreditation Academic Affairs 20 years
Communications with
administrative value that
pertains to implementation
. /modification of Arkansas General Records
Substantive Correspondence 4 years

operations, rules, policies,
or procedures, which are
not directly related to
another category.

Retention Schedule

Support Services files

Support services records
for specific equipment.

Arkansas General Records
Retention Schedule

Until no longer valuable.

Survey Reporting Data

Surveys of ethnic,
disabled, or veteran status
required for federal
recordkeeping purposes

28 USC 1658

4 years from the date of
the document.

System and Database Backup
Files

Records needed to restore a
system in the event of a
system or data loss.

Arkansas General Records
Retention Schedule

Until 3 successive backup
cycles have been
completed, or until no
longer valuable.

System Security Access Files

Records of users' access
rights and privileges.

Arkansas General Records
Retention Schedule

6 years when system
capable

Systems and Applications
Development Records

Records of software
systems and applications.

Arkansas General Records
Retention Schedule

Until no longer valuable.

Tax Bills, Receipts,

ACA 26-18-506

Statements IRS Requirements 7 years

Tax Returns Permanent

Tax-Exemption Documents Permanent
Documents classes,

Training and Education meetings, and seminars for | Arkansas General Records 4 years

Records

training or education
purposes

Retention Schedule
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Records Retention Table

Record

Description

Reference

Retention Period

Training Materials

Patient education materials
developed by UAMS.

Arkansas General Records
Retention Schedule

1 year

Transfer Records

Records authorizing
movement and transfer of
funds between accounting
structures.

Arkansas General Records
Retention Schedule

7 years

Travel Expense Records

Travel expenses for agency
employees, including but
not limited to,
reimbursement claims,
travel detail sheets, and
supporting documentation
such as receipts

Arkansas General Records
Retention Schedule

7 years

UAMS Contribution Records
(not Foundation)

Permanent

Unemployment Insurance
Records and Reports

Documents payment or
denial of unemployment
claims.

Arkansas General Records
Retention Schedule
26 CFR 301.6501

5 years after case closure.

Unfunded Pre-Award

Proposals and approvals

Until awarded, rejected, or
withdrawn, or 12 months

Files/Rejected Proposals submitted to a funding 2 CFR215.53 after submission if no
agency. .
action from sponsor.
W-4 Forms 26 CFR Part 31 As long as in effect, plus 7
years.
. . 7 years after conclusion of
Whistleblower documentation 17 CFR 210

the investigation.

Workers Compensation
Accident Reports

Documents of occupational
injury occurrences reported
to the Arkansas Workers
Compensation
Commission

Arkansas General Records
Retention Schedule

3 years from date of injury

Worker's Compensation Claim
Records

AWCC

6 years after separation.

Workers Compensation Illness
Reports

Documents of occupational
disease/infection
occurrences reported to the
Arkansas Workers
Compensation
Commission

Arkansas General Records
Retention Schedule

6 years from the incident
date.

Workplace Exposure
Monitoring/Measuring

Sampling results,
collection methodology,
description of analytical
and mathematical methods,
summary of data relevant
to interpretation of results.

29 CFR 1910.1020

30 years




ACADEMIC AFFAIRS:

Appendix B

Campus Custodian

Record

Description

Retention Period

Custodian of Records

. . College*
Academic Records Academic Record Permanent Dean's Office **
Case/Experience Logs COM-Academic Record Permanent COM Dean’s Office**

Chancellor or Provost
Faculty Grievance Hearing
Proceedings

Documents the proceedings
of a faculty grievance
including the initial
complaint, investigation,
summary and disposition

3 years after closure of
the grievance

Provost’s Office

Documents the proceedings

Co‘llege level Fa}culty 9f a fa'culty grievance 3 years after closure of | College*
Grievance Hearing including the initial . B o
) A L the grievance Dean's Office
Proceedings complaint, investigation,
summary and disposition
Disciplinary/Remedial . College*
Action Records Academic Record Permanent Dean's Office **
Documentation of Dismissal . College*
or Withdrawal Academic Record Permanent Dean's Office **
Documentation of Grade . College*
Changes Academic Record Permanent Dean's Office **
. College*
1;22335:3{2 f[)stlon and 10 Years Dean's Office**
Faculty Affairs Office
Enrollment Services and
HLC Accreditation Letters Academic Affairs Permanent Academic
Administration
Interv1eyver Applicant COP-MMI Academic Permanent COP Dean's Office **
Evaluation Forms Record
If student asks for it to be
Letters of Recommendation | added to Academic Record Permanent College*
for graduates, residents COM — MSPE (Dean’s Dean's Office **
Letter)
) ] "
National Electronic Academic Record Permanent College

Application Form

Dean's Office **

Nursing Licenses

CON students — all licensed
RN, MNSc, DNP or PhD
students must have proof of

Duration of

CON Dean’s Office**

unencumbered Arkansas Enrollment
license or compact state
license to practice nursing
Official Dat@s of Enrollment Academic Record Permanent Registrar’s Office
and Graduation Date
Official Transcripts Academic Record Permanent Registrar’s Office
Periodic Summative . ,
COM-Academic Record Permanent COM Dean’s Office**

Evaluations
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Campus Custodian

Record

Description Retention Period

Custodian of Records

Personal statement for

College*

application Academic Record Permanent Dean's Office **
Program College*
Accreditation/Approval Accreditation Permanent Dean's Office **
Records Office of the Provost
Program Director CON-Academic Record Permanent CON Dean’s Office**
Correspondence

Promotion and Tenure College*
I/?g::rlntment/Approval Faculty Personnel File Permanent Dean's Office™*

Records of foreign students
under J-1,

3 years per federal

International Student

F-1 or M-1 Visas regulations Advisor
Student Census Report and . . Enrollme.:nt Services and
. Academic Affairs 20 years Academic
HLC Accreditation .. .
Administration

CAMPUS OPERATIONS (HEALTH AND SAFETY RECORDS):

*Term "College"
includes the Graduate
School

**Dean may designate
another administrative
office

Record

Description Retention Period

Custodian of Records

Chemical Records

Identity of agent or
substance, place where used,
and time period used.

30 years

Campus Operations:
Occupational Health &
Safety (OH&S)

Criminal Investigation

Records related to criminal

. 3 years after case files
offenses occurring on

Campus Operations:

Records are closed UAMS Police
campus.
Campus Operations:
Disaster Drills and Training 3 years Emergency Preparedness

Manager

iSAFE Incident Reports

Documents filed in the
iSAFE system raising
complaints of discrimination,
harassment or other
professional conduct

10 after the resolution
of the complaint

Human Resources
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Campus Custodian

Record

Description

Retention Period

Custodian of Records

Employee Exposure
Records and Medical
Records

Exposure means a measuring
of a toxic substance or
harmful physical agent.

Employee medical record
means a record concerning
the health status of an
employee which is made or
maintained by a physician,
nurse, healthcare personnel
or technician

Duration of
employment + 30
years

Student & Employee
Health

Employee Safety Training
records

Depends on type of
training - 1 year to
length of employment

Campus Operations:
Occupational Health &
Safety (OH&S) AND
Human Resources

Employee/Student Injury &
Incident Report

Documents filed by an
employee, student, or
supervisor regarding an
injury or incident suffered on
campus or in a UAMS
sponsored function.

Duration of
employment + 30
years

Campus Operations:
Occupational Health &
Safety (OH&S)

Campus Operations:

Equipment Records Life of equipment. Engineering &
Operations
Campus Operations:
Fire Evacuation drills 3 years Occupational Health &
Safety (OH&S)
Fire Protection System Including 1nspectlop anc.l test Engineering &
records and fire extinguisher | 3 years .
Records Operations
records.
Ground and Building Campus Operations:
. 5 years Engineering &
Inspections ;
Operations
All reports of hazardous Campus Operations:
Hazardous Waste Records waste activities during each 3 years Occupational Health &
calendar year. Safety (OH&S)
Issuance, re-issuance, loss, Duration of Ca“?p us Qperatlons:
Key Records Engineering &
return, etc. employment .
Operations
. . . . Campus Operations:
Motor Vehicle Titles For life of vehicle

Physical Plant Office

Material Safety Data Sheets

Documents including
information such as the
properties of each chemical;
the physical, health and
environmental health
hazards; protective
measures; and safety
precautions for handling,
storing and transporting the
chemical

Period of use.

Campus Operations:
Occupational Health &
Safety (OH&S)
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Campus Custodian

Record

Description

Retention Period

Custodian of Records

Occupational Illness and

Duration of

Campus Operations:

Iniury Records employment + 30 Occupational Health &
Jury years Safety (OH&S)
Campus Operations:
OSHA Logs 5 years Occupational Health &
Safety (OH&S)
Permit and License 3 years Campus Operations

Applications

Permits and Licenses

Original and renewal of a
license or permit issued by
an agency.

3 years after license or
permit expiration.

Campus Operations

Campus Operations:

Pest Control Activity Logs 2 years Campus Environmental
Services
Radiation Safety Training Campus .Operations:
Records 3 years Occupational Health &
Safety (OH&S)
Radioactive Materials Termination of Campus Operations:
License and Safety License Committee Occupational Health &
Committee Records documents - 5 years Safety (OH&S)
. . Campus Operations:
Ezggzztwe Materials Including calibration tests. 3 years Occupational Health &
Safety (OH&S)
Campus Operations:
Safety Surveys 6 years Occupational Health &
Safety (OH&S)
Sampling results, collection
methodology, descrlptlop of Campus Operations:
Workplace Exposure analytical and mathematical .
Monitoring/Measurin methods, summary of data 30 years Occupational Health &
& & ’ Y Safety (OH&S)

relevant to interpretation of
results.




GENERAL RECORDS

Appendix B

Campus Custodian

Record

Description

Retention Period

Custodian of Records

Agendas and Minutes of
Other Committees

4 years

UAMS Departments

Applicant interview records

Documentation of
recruitment, selection, hire,
and promotion of employees.
Includes position
descriptions, job
announcements and
advertisements, selection
criteria, evaluations,
rankings, and employment
applications of successful
and unsuccessful applicants.

3 years from date
position is filled or
final disposition of a
charge of action,
whichever is later.

UAMS Departments

Formal presentations

Formal presentations
delivered by UAMS.

1 year

UAMS Departments

Policies and Procedures

Manuals, guidelines, or
similar records distributed

3 years after
superseded.

Institutional Compliance,
Campus, Hospital,

internally for employees. Departments
. 1 year after Chancellor’s Chief of
Strategic Plan Campus Plan replacement. Staff
.. . Patient education materials
Training Materials developed by UAMS. 1 year UAMS Departments
UAMS Contribution Department that benefits
Permanent

Records (not Foundation)

from the gift

GENERAL ADMINISTRATIVE RECORDS:

Record

Description

Retention Period

Custodian of Records

News or Press releases

UAMS news or press
releases.

1 year

Communications

Non-substantive
correspondence

Communications of
temporary business
importance or unremarkable
communications concerning
day to day
operations/activities.

Until no longer
administratively
useful.

Office generating
correspondence

Substantive Correspondence

Communications with
administrative value that
pertains to implementation/
modification of operations,
rules, policies, or procedures,
which are not directly related
to another category.

4 years

Office generating
correspondence
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Campus Custodian

COLLEGE OF MEDICINE
Record Description Retention Period | Custodian of Records
Kept by Departments
Conference Attendance COM-Residents as needed for COM Departments
Logs .
Credentialing
. Kept by Departments
Duty Hour Logs/Attestation COM- Residents as needed for COM Departments
Statements .
Credentialing
ECEMG, Visa, etc. COM-For Residents Permanent COM Housestaff
certificates Records
6 years after
Employee Benefit Records - | Including information for S(lipar?tlorfl orrlruntlllv d Housestaff office -
Housestaff Benefits determining benefits. closure of UNresoive Residents
personnel issues,
whichever is later.
Medicaid Audits of . s
Professional Billing Permanent Professional Billing
o Kept by Departments
Procedure Credentialing COM- Residents as needed for COM Departments
Forms L
Credentialing
Profes51qnal Billing 7 years Professional Billing
Information
COLLEGE OF PHARMACY
Record Description Retention Period | Custodian of Records

Poison Center Calls

Handwritten records 7
years; electronic
records, permanently

College of Pharmacy

DEPARTMENT OF FINANCE:

Record

Description

Retention Period

Custodian of Records

Account Reconciliation

Reconciliation of agency
funds and accounts, federal
revenues/federal
expenditures, capital
assets/capital expenditures

Until authorized by
the legislative auditor
or 7 years, whichever
is later.

Controller's Office

Financial Department

Accounting Reports 7 years (SAP)
Current outstanding
liabilities of the agency
including records of Until authorized by

Accounts Payable

payments of bills, goods and
services, contracts, vendor
payments, and travel

the legislative auditor

Financial Department
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Campus Custodian

Record

Description

Retention Period

Custodian of Records

Accounts Receivable

Until authorized by
the legislative auditor

Financial Department
(Patient Acct system;
SAP; Department
managing contract)

Annual Audit Reports and

The statute describes the

Financial Statements keeping of tax records. Permanent Controller's Office
Any supporting
documentation created

Appropriation, Budget and | and/or used to justify and Until authorized by

Fund Requests

support legislative
appropriations requests by an
agency.

the legislative auditor

Budget office

Audit Report Prepared by
Arkansas Division of
Legislative Audit

The final report of an audit
performed by the Arkansas
Division of Legislative
Audit. Only the final audit
report must be kept;
supporting documents may
be covered under other
categories of this schedule

Until the next audit
report is issued by
Legislative Audit

CFO Office

Bank Reconciliations, Bank
Statements, Investment
Statements and Investment
Reconciliations

Current status of transaction
activity of agency funds held
at the State Treasury and/or a
bank.

Until authorized by
the legislative auditor
or 7 years, whichever
is later

Controller's office;
Treasury

Bids

Evaluation and award of bids
to vendors and/or agencies,
including but not limited to,
requests for proposals, bid
and quote lists, notices of bid
openings, comparison
summaries, or evidence of
rejected and accepted bids,
vendor correspondence

Until authorized by
the legislative auditor

Procurement

Bond Issues, Bond Records
of Debt Payment

Basic records relating to the
bond transaction,
documentation evidencing
expenditure of bond
proceeds; documentation
evidencing use of bond-
financed property by public
and private sources;
documentation evidencing
all sources of payment or
security for the bonds;
documentation pertaining to
any investment of bond
proceeds.

Kept as long as the
bonds are outstanding
plus 3 years after the
final redemption date
of the bonds

Controller's Office

Capital Equipment Records

Life of asset + 7 years

Financial Department
(SAP)
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Campus Custodian

Record Description Retention Period | Custodian of Records
Cash receipt transactions for
each agency, including but
not limited to, deposit slips . . L
. . Until authorized by Department issuing
Cash Receipt Registers and other records used to S ! .
. ) . the legislative auditor | receipt
verify receipts, estimate
revenues, and reconcile
accounts.
Until authorized by
Check Registers Log of checks issued. the legislative auditor | Financial Department

or 7 years, whichever
is later

(SAP)

Competitive Bids

Evaluation and award of bids
to vendors and/or agencies,
including but not limited to,
requests for proposals, bid
and quote lists, notices of bid
openings, comparison
summaries, or evidence of
rejected and accepted bids,
and vendor correspondence.

Until authorized by
the legislative auditor
or 7 years, whichever
is later

Procurement; Contract
Services; Application
Extender

Contracts

Documents the contractual
obligations of an agency or
those owed to the agency.

5 years after contract
termination/expiration.

Contract Services

Cost Accounting

7 years

Finance admin; Hospital
Admin; COM Dean's
office

Debit/Credit

Adjustment of dollar
amounts in funds due to
recording errors, transfers
between accounts, receipt
and verification of special
deposits, and/or withdrawals

Until authorized by
the legislative auditor
or 7 years, whichever
is later

Financial Department
(SAP)

Depreciation Schedules

Life of Asset + 7 years

Fixed Asset Acct SAP

Employee Wage and Hour Records pjcrtalnlng. to time 7 years Payroll (SAP/Kronos)

Records and leave information.

Endowments Permanent Treasurer

Finance Document Routing 7 years Controller's office (SAP)

Approvals

Financial Reports 7 years fslr:;; ial Department
An accounting of all fiscal Until authorized by

General Ledger Registers

transactions for the agency
for each month.

the legislative auditor
or 7 years, whichever
is later

Financial Department
(SAP)

Inventory and Capital
Assets

Documents a listing of
equipment and furniture
owned by the agency not
including expendable
supplies.

7 years

Financial Department
(SAP; Inventory System)
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Campus Custodian

Record Description Retention Period | Custodian of Records
Unil apthquzed by Financial Department
. Record of demand for the legislative auditor L
Invoices . (SAP/Application
payment. or 7 years, whichever Extender)
is later
IRS Audit Records Permanent Controller's Office
IRS Rulings Permanent Controller's Office
Account records of original Until authorized by
. entry/input and provides a the legislative auditor | Financial Department
Journal Entry Registers record of debit and credit or 7 years, whichever | (SAP)
journal transactions. is later
The comprehensive financial
plan for the agency’s Until authorized by
Legislative Adopted biennial operating budget the legislative auditor
Budgets that was approved by the or 7 years, whichever Budget Office

legislature and forms a basis
for the appropriations.

is later

Miscellaneous Accounting

Financial Department

Records 7 years (SAP)
Proof of lost or destroyed
payroll warrant, request for
issuance of duplicate Pavroll: Treasury:
Miscellaneous Pay Records | warrant, request for duplicate | 7 years IOt ok
, Accounts Payable (SAP)
controller’s warrant, stop
payment request, payroll
exceptions report.
General ledger interface,
hourly payroll records, alien
exemptions, computer runs,
Payroll Records garnishments, leave, 3 years Payroll (SAP/Kronos)
overtime, payroll changes
and vouchers, W-2 audit
report.
Petty Cash Fund Treasurer's office;
Records/Change Fund 7 years o
Divisions
Records
Property Records Life of asset + 7 years Financial Department

(SAP)

Purchase of goods and
services by the agency,
including but not limited to,

Financial Department

Purchasing Records purchase requisitions, orders, | 7 years (SAP/Application
authorizations, contracts, Extender)
encumbrances, maintenance
contracts.

Records Relating to Annual ,

Audit Reports 6 years Controller's Office

Returned W-2 Forms Returned by Post Office 4 years Payroll office
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Record Description Retention Period | Custodian of Records
Sales/Use Tax Records 7 years Controller's office
Single Audlt and Data Student Financial
Collection Form and 7 years

Records

Records
Tax Bills, Receipts, 7 vears Financial Department
Statements y (SAP); Accounts Payable
Tax-Exemption Documents Permanent Procurement (sales tax)
Tax Returns Permanent Controller's Office

Transfer Records

Records authorizing
movement and transfer of
funds between accounting
structures.

7 years

Controller's Office;
Budget Office (SAP)

Travel Expense Records

Travel expenses for agency
employees, including but not
limited to, reimbursement
claims, travel detail sheets, 7 years
and supporting
documentation such as
receipts.

Travel Office (SAP)

DEPARTMENTS OF FINANCE AND HUMAN RESOURCES:

Record

Description Retention Period

Custodian of Records

Hour, Attendance, and Pay
Related Records

Time and attendance reports,
rates of pay, miscellaneous
payroll/leave actions, leave
accrual and usage,
authorization for 3 years
compensating time off,
overtime documentation,
wage additions/deductions,
work schedules, etc.

Financial Department
and Human Resources

Income Tax Records
(employment)

Fee waiver tax liability and
domestic tax liability forms,
nonresident alien employee
federal income tax
withholding authorization.

7 years or 15 years in
cases where the IRS
has undertaken a
collection action.

Financial Department
and Human Resources

Social Security and
Medicare Tax Records
(employment)

4 years after tax is due
or paid, whichever is
later.

Financial Department
and Human Resources
(SAP)

W-4 Forms

As long as in effect,
plus 7 years.

Payroll (SAP)/HR
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HUMAN RESOURCES (HR)

Record

Description

Retention Period

Custodian of Records

Affirmative Action Plan

3 years

Human Resources

Discrimination Complaint
Case Files and Records

Records related to claims of
discrimination under ADA,
ADEA, Title VI, Title VII,

5 years from date of
record or complaint

Human Resources

Title IX, etc. resolution.
Records related to work
EEOC Records and Reports force composition according 3 years Human Resources

to race, ethnicity, sex,
disability, etc.

Employee Benefit Records

Documents pertaining to an
employee’s personal health

information such as medical
and dental benefit records.

6 years after
separation or until
closure of unresolved
personnel issues,
whichever is later.

Human Resources

Employee Benefit Records -
FGP Benefit Eligible

Documents pertaining to an
employee’s personal health

information such as medical
and dental benefit records.

6 years after
separation or until
closure of unresolved
personnel issues,
whichever is later.

FGP - FGP Eligible

Employee (non-faculty)
Grievance Records and
Reports

Documents the proceedings
of an employee grievance,
including the initial
complaint, actions,
investigations, summary and
disposition

3 years after closure.

Human Resources

Employee History Records;

Records pertaining to length

Employee Demographic of service and pay-grade Permanent Human Resources
Records evidencing proof of service
A plan that includes goals
and objectives which
Equal Employment dehneateg the steps an . 3 years after Human Resources
Opportunity Plan agency will take to provide replacement.
equal opportunity within its
workforce.
Federal Compliance Records of compliance with
P the ADA, ADEA, Title VI, 3 years Human Resources

Records

Title VII, Title IX, etc.

Fee Waiver Records

Tuition discounts

5 years after
completion of the
class for which the fee
was waived

Human Resources

FMLA Records

Leave records, FMLA
notices, records of disputes.

3 years

Payroll and Human
Resources
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Record

Description

Retention Period

Custodian of Records

I-9 Forms and Records

Documents that an employer
has verified prospective
employee/recruit is a U.S.
citizen, resident alien, or
legal immigrant eligible to
work in U.S. as required by
U.S. Immigration and
Naturalization Service.

3 years from date of
hire or 1 year after
separation, whichever
is later.

Human Resources

Other Personnel Records

Records such as professional
certification, promotions,
evaluations, disciplinary
actions, and security check
records

5 years after
separation or until
closure of unresolved
personnel issues,
whichever is later.

Human Resources

Position Classification and
Description Files

Documents job description
by a position or class of
positions.

Until superseded plus
3 years.

Human Resources

Premium Payment Records

Records related to an ERISA
plan necessary to support or
validate premium payments.

6 years

Human Resources

Recruitment, Hiring, and
Selection Records
(Applicant Pool and
disposition of applications)

Employment inquiries,
applications, records of
hiring, promotion, demotion,
layoff and termination,
records relating to failure to
hire, job orders, test papers,
physical exams, job opening
advertisements or notices,
opportunities for overtime or
training programs.

3 years from date
position is filled or
final disposition of a
charge of action,
whichever is later.

Human Resources

Requests for Reasonable
Accommodation

3 years

Human Resources

Sexual Harassment
Complaint Records

Records related to
complaints, investigations,
and findings.

No cause findings - 3
years from date of
record or complaint
resolution.

Cause findings - 10
years after resolution
of complaint or any
litigation, whichever is
later

Human Resources

Survey Reporting Data

Surveys of ethnic, disabled,
or veteran status required for
federal recordkeeping
purposes

4 years from the date
of the document.

Human Resources

Training and Education
Records

Documents classes,
meetings, and seminars for
training or education
purposes.

4 years

Human Resources;
Managing Departments
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Campus Custodian

Record

Description

Retention Period

Custodian of Records

Unemployment Insurance
Records and Reports

Documents payment or
denial of unemployment
claims.

5 years after case
closure.

Human Resources

Whistleblower
documentation

7 years after
conclusion of the
investigation.

Human Resources

Workers Compensation
Accident Reports

Documents of occupational
injury occurrences reported
to the Arkansas Workers

Compensation Commission

3 years from date of
injury

Human Resources

Worker's Compensation
Claim Records

6 years after
separation.

Human Resources

Workers Compensation
Illness Reports

Documents of occupational
disease/infection occurrences
reported to the Arkansas
Workers Compensation
Commission

6 years from the
incident date.

Human Resources

HOSPITAL

Record

Description

Retention Period

Custodian of Records

Agendas and Minutes of

Hospital Administration

Medical Staff and Executive Permanent Offices
Committee Meetings
Controlled Substance 5 vears Pharmac
Records y y
Cost Report > years after report is Clinical Finance

filed
Hospital Billing Information 7 years Hospital/PBS
Immunohematology and Including quality control .
Transfusion Records records. > years CLP Laboratory Services
Medicaid Audits of Hospital Permanent Hospital Billing Office

Medical Staff Credentials

10 years after

Hospital Administration

Files/Licensure termination.

10 years from the final

date of the contract
Medicare Advantage period or from the ICE Core Hospital
Contracts date of completion of | Services

any audit, whichever
is later

Other Laboratory Records

2 years

CLP Laboratory Services
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Campus Custodian

Record Description Retention Period Custodian of Records
Pathology Records and Including cytology and

Reports

histopathology quality
control records.

10 years

CLP Laboratory Services

Peer Review Materials

7 years after

Clinical Programs

termination. Quality Management
Quality .
Assurance/Performance 2 years CLP Quality
Management

Improvement Records

INFORMATION TECHNOLOGY (IT)

Record

Description

Retention Period

Custodian of Records

Computer Operation
Documentation

Records of data entry
processes, computer
equipment operation,
production control, tape
library, system backup,
operation, maintenance,
operating manuals, system
requirements, etc.

Until replaced by an
updated version.

Office of the Chief
information Officer

Data or database dictionary

Database and data file
documentation (i.e. data
dictionaries, metadata

Until replaced by an

Office of the Chief

documentation documentation, data element | updated version. information Officer
reports, diagram or logical
data model, etc.).
LAN and WAN schematics . .
Network Design Files and other relevant network Until replaced by an Office of the Chief

design information.

updated version.

information Officer

Networks and System Usage
Files

Records created to monitor
the use of the agency’s
network traffic and system
access by its customers or
employees.

As long as
administratively
valuable to the
agency.

Office of the Chief
information Officer

Source Code

Production source code that
generates the machine
language instructions used to
operate an automated
information system.

3 most recent versions
of production source
code. Source codes
for systems that are no
longer in production
may be destroyed.

Office of the Chief
information Officer

Support Services files

Support services records for
specific equipment.

Until no longer
valuable.

Office of the Chief
information Officer
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Campus Custodian

Record

Description

Retention Period

Custodian of Records

System and Database
Backup Files

Records needed to restore a
system in the event of a
system or data loss.

Until 3 successive
backup cycles have
been completed, or
until no longer
valuable.

Office of the Chief
information Officer

System Security Access
Files

Records of users' access
rights and privileges.

6 years when system
capable

Office of the Chief
information Officer

Systems and Applications
Development Records

Records of software systems
and applications.

Until no longer
valuable.

Office of the Chief
information Officer

INSTITUTIONAL COMPLIANCE (I10)

Record

Description

Retention Period

Custodian of Records

Agendas and Minutes of

Compliance Committee 7 years Institutional Compliance
Meetings
Compliance Investigations 10 years Institutional Compliance

and Audits

Compliance Manuals

10 years after
superseded.

Institutional Compliance

Conflict of Interest Records

Federally-Funded Research.

3 years from
submission of final
expenditures report or
2 years from
submission of

Institutional Compliance/
Conlflict of Interest

marketing application Director
to FDA; whichever is
later.
kS) yiiﬁigﬁ?zequlred Institutional
Conflict of Interest Records | Non-governmental sponsors. y Compliance/Conflict of

applicable regulations,
whichever is later.

Interest Director

Drug Free Schools Act
Biennial Review

3 years. If any
litigation, claim, audit,
review or other action
involving the records
begins before the
expiration of the 3
year period, the
agency shall retain the
records until
completion and
resolution of all issues
that arise from the
action, or until the end
of the 3 year period,
whichever is later.

Institutional Compliance
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Record Description Retention Period Custodian of Records

5 years from the date of
export, known re-export,
transaction termination,

Export Control Records 15 CFR 762.6 .
or receipt of boycott-
related request,
whichever is later
HIPAA Policies and Institutional
Procedures/Other HIPAA 6 years Compliance/HIPAA
documents

5 years after account

Identity Theft Program Red Flag Program Institutional Compliance

closed
OIG Correspondence 7 years Institutional Compliance
INSTITUTIONAL ADVANCEMENT
Record Description Retention Period | Custodian of Records
Endowments Permanent Institutional
Advancement
LEGAL RECORDS:
Record Description Retention Period | Custodian of Records
Court Orders Court orders that impact 10 years after the final | Office of General
UAMS disposition Counsel
State FOIA request and
agency reply to the request;
FOIA Requests does not include the records | 3 years Communications
provided pursuant to the
request.
Legal opinions received
Legal Memoranda and from agency legal counsel 5 years after closure of | Office of General
Opinions including any requests matter. Counsel
eliciting the opinions.
Documents the status of
Litigation Files, Releases litigation involving an 5 years after final Office of General
and Settlements agency, its employees or its disposition. Counsel
departments.
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Campus Custodian

VICE CHANCELLOR FOR RESEARCH

Record

Description

Retention Period

Custodian of Records

Clinical Trial Agreements

The longer of 7 years
after termination of
the agreement or for
the period specified in
the agreement.

Office of Research and
Regulatory Affairs

Clinical Trial Records

Essential documents for the
conduct of a clinical trial.

21 CFR 312.57(c) for
sponsors; 312.62(c)
for investigators: 2
years after a marketing
application is
approved or 2 years
after the investigation
is discontinued and the
FDA notified. 21
CFR 812.140(d) for
sponsors and
investigators: 2 years
after the investigation
is terminated or ends,
or 2 years after the
records are no longer
required for purposes
of supporting a pre-
market approval
application or a notice
of completion of a
product development
protocol, whichever is
later

Principal Investigator

Facilities and
Administrative Cost Rate
Proposals

Proposals, plans,
computations and supporting
records.

3 years from date of
submission, or, if not
submitted, 3 years
from end of the fiscal
year covered by the
proposal.

Grants Accounting

Federally Funded Grant
Records

Documentation and records
pertinent to an award,
supporting documents,
statistical records,
cooperative agreements, etc.

3 years from
submission of final
expenditures report.

Office of Research &
Sponsored Programs
(MUSE)
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Campus Custodian

Record

Description

Retention Period

Custodian of Records

Records showing any
financial interest or
arrangement paid to a
clinical investigator by the
sponsor of the study, records

2 years after the date
of approval of an

Financial records of clinical . application for Office of Research and
. . showing payments of other . .
investigators research or marketing | Regulatory Affairs
sorts made by the sponsor to .
S . permit of a covered
the clinical investigator, or roduct
any interest held by a clinical p '
investigator in the tested
product or in the sponsor.
HIPAA Documentation- 6 years IRB
Research
Including records of 3 years or, for records
. ) related to research, 3 ..
IACUC Minutes attendance, committee . IACUC Administrator
. . . years after completion
activities and deliberations.
of the research.
Proposed activities, proposed | 3 years or, for records
IACUC Protocols significant changes in related to research, 3 | 4 {500 A dministrator
activities, approvals and years after completion
denials. of the research.
5 years after contract
expiration or
Industry Sponsored Grants termination, or as Office of Research and
and Contracts required by the Regulatory Affairs

contract, whichever is
later.

Informed Consent
Documents

Research

6 years after
completion of the
research study; see
also Clinical Trial
Records in this table.

IRB Offices - hold the
original approved forms
PIs responsible for
signed documents

Correspondence between

3 years or, for records
related to research, 3

IRB Correspondence IRB and investigators. years after completion IRB
of the research.
. . fi
Minutes, attendance, actions, fei/;a;rds t(c)) r}e:;;ri%or;l s
IRB Meeting Records votes, discussion summaries, . IRB
etc years after completion
’ of the research.
Written procedures for the 3 years or, for records
IRB Procedures IRB as set forth at 45 CFR related to research, 3 IRB

56.103(b)(4) and
56.103(b)(5)

years after completion
of the research.
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Campus Custodian

Record Description Retention Period | Custodian of Records

Research proposals
reviewed, scientific 3 years or, for records

IRB Records evaluations, approved related to research, .3 IRB (CLARA)
sample consent documents, years after completion
progress reports, reports of of the research.
subject injuries.

3 years or, for records
List of IRB Members Details described at 45 CFR | related to research, 3 IRB

46.103(b)(3).

years after completion
of the research.

Non-clinical GLP
Laboratory Study Records

Documentation, records and
raw data pertaining to
nonclinical laboratory
studies, including the master
schedule sheet, copies of
protocols, records of quality
assurance inspections,
summaries of training and
experience, job descriptions,
and maintenance, calibration

and inspection of equipment.

2 years from
submission of an
application for
research or marketing
permit, or 5 years
from submission of
results to the FDA in
support of an
application for a
research or marketing
permit, whichever is
shorter.

Principal Investigator

Semiannual reports and
recommendations, OLAW

3 years or, for records
related to research, 3

Other IACUC Records Assurance, accrediting f leti IACUC Administrator
agency reports, required years after completion
&9 ’ of the research.
animal records.
Real. Property and Recprds of real property and 3 years after final o .
Equipment Records- equipment acquired with . - Principal Investigator
disposition.
Research federal funds.

Research Data, Reports, and
Analyses

7 years after final
reporting or
publication of a
project, or longer if
required by a sponsor
or regulation.

Principal Investigator

Research Misconduct
Records

Records of proceedings and
investigations.

7 years after
completion of the
proceeding or
completion of a PHS
proceeding involving
a research misconduct
allegation.

Vice Chancellor for
Research

Significant New Findings

Statements of significant
new findings provided to
research subjects.

3 years or, for records
related to research, 3
years after completion
of the research.

IRB Offices - hold the
original approved forms
PIs responsible for
signed documents
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Record

Description

Retention Period

Custodian of Records

Sponsored Programs
Procedures

Research

Until 3 years after
superseded.

Office of Research &
Sponsored Programs

Unfunded Pre-Award
Files/Rejected Proposals

Proposals and approvals
submitted to a funding
agency.

Until awarded,
rejected, or
withdrawn, or 12
months after
submission if no
action from sponsor.

Office of Research &
Sponsored Programs
(MUSE)

VICE CHANCELLOR FOR RESEARCH

OFFICE OF BIOVENTURES (TECHNOLOGY TRANSFER)

Record

Description

Retention Period

Custodian of Records

Copyright Release Forms

3 years after date of
last use.

BioVentures office files

Data files in support of
patent

Patent term plus any
extensions

6 years after life of
patent.

BioVentures office files

Invention Disclosures

Permanent

BioVentures office files

Licensing Agreements

6 years after
termination/expiration.

BioVentures office files

Patents, Trademarks, and
Copyrights

Including related records.

Permanent

BioVentures office files

Royalty records

6 years after life of
patent.

BioVentures office files
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Campus Custodian

VICE CHANCELLOR FOR RESEARCH

INVESTIGATIONAL NEW DRUG/DEVICE

Record

Description

Retention Period

Custodian of Records

IND/IDE Applications and
Records

Including records of
supporting studies.

21 CFR 312.57(c) for
sponsors; 312.62(c)
for investigators: 2
years after a marketing
application is
approved or 2 years
after the investigation
is discontinued and the
FDA notified. 21
CFR 812.140(d) for
sponsors and
investigators: 2 years
after the investigation
is terminated or ends,
or 2 years after the
records are no longer
required for purposes
of supporting a pre-
market approval
application or a notice
of completion of a
product development
protocol, whichever is
later

Office of Research and
Regulatory Affairs

Investigational Device
Exemptions

2 years after the
investigation is
terminated or ends, or
2 years after the
records are no longer
required for purposes
of supporting a pre-
market approval
application or a notice
of completion of a
product development
protocol, whichever is
later.

Office of Research and
Regulatory Affairs

Investigational New Drug
Applications

2 years after a
marketing application
is approved or 2 years
after the investigation
is discontinued and the
FDA notified.

Office of Research and
Regulatory Affairs




