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	RECORD

NUMBER
	RECORD TITLE
	RETENTION PERIOD
	DISPOSITION

	
	
	OFFICE
	STORAGE
	TOTAL
	



	1000-26 
	B. Administrative Correspondence
	2 years
	
	2 years
	Shred

	
	C. Routine Correspondence
	AV or 1 year
	
	1 year
	Trash

	1000-32
	Minutes of Staff/Committee Meetings
	AV or 1 year
	
	1 year
	Trash

	1000-38
	Policy and Procedure Documentation
	US + 5 years
	
	US + 5 years
	Trash

	1025-04 
	C. Working Papers for Budgets
	2 years
	
	2 years
	Trash

	1075-41
	B. Telephone Logs or Activity Reports
	2 years
	
	2 years
	Purge Computer Files

	5800-03
	Hardware Documentation
	Until electronic records are transferred to and made useable in a new hardware environment or there are no electronic records being retained to meet an approved retention period that require the hardware to be retrieved and read.
	Shred

	5800-04
	Master Files
	Until completion of 3rd system backup cycle.
	Purge Computer Files/Shred

	5800-05
	Processing Files
	Until completion of 3rd system backup cycle.
	Purge Computer Files/Shred

	5800-06
	Software Programs
	Until electronic records are transferred to and made usable in a new software environment or there are no electronic records being retained to meet an approved retention period that require the software to be retrieved and read
	Purge Computer Files/Shred

	5800-08
	Technical Documentation
	Until electronic records are transferred to and made usable ion a new hardware or software environment with new documentation or there are no electronic records being retained to meet an approved retention period that require documentation to be retrieved and read 
	Shred

	5825-01
	Access Security Records
	Until the individual no longer has access to the system or audit requirements for the records modified by the individual have been met, whichever later.
	Purge Computer Files/Shred

	5825-10
	Network Circuits Inventory
	US
	
	US
	Shred

	5825-11
	Network Implementation Files
	US
	
	US
	Shred

	
	AV = As long as administratively valuable

US = Until Superseded
	
	
	
	


