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	RECORD

NUMBER
	RECORD TITLE
	RETENTION PERIOD
	DISPOSITION

	
	
	OFFICE
	STORAGE
	TOTAL
	



	1000-03
	North Central Texas College Foundation – Board Meeting minutes
	Permanent
	
	
	

	1000-26
	A)  Administrative correspondence
	2 yrs
	
	2 yrs
	Shred

	
	B)  Routine correspondence
	1 yr
	
	1 yr
	Trash

	1000-32
	Minutes of staff/committee meetings
	1 yr
	
	1 yr
	Trash

	1000-38
	Policy & procedure manuals
	AV
	5 yrs
	5 yrs +
	Trash (AV = while administratively useful)

	1025-04
	B)  Working papers for budgets
	2yrs
	
	2 yrs
	Trash

	1025-08
	Grant development & administrative records:
	
	
	
	

	
	A)  Successful grant applications, proposals, modification documentation and all program and expenditure reports
	FE
	3, 5, or 7 yrs*
	3 to 7 yrs
	Trash (FE = fiscal year end) * depending on renewal schedule

	
	    Carl D Perkins Annual Allocation
	FE + 1 yr
	5 yrs
	7 yrs
	Trash , shred all forms with personal information (i.e. social security number)

	
	    Department of Education Grant
	FE + 1 yr
	5 yrs
	7 yrs
	Trash , shred all forms with personal information (i.e. social security number)

	
	    Department of Labor Grant
	FE + 1 yr
	3 yrs
	5 yrs
	Trash , shred all forms with personal information (i.e. social security number)

	
	    Texas Education Agency Grant
	FE + 1 yr
	3 yrs
	5 yrs
	Trash , shred all forms with personal information (i.e. social security number)

	
	    Texas Higher Education Coordinating Board
	FE + 1 yr
	3yrs
	5 yrs
	Trash , shred all forms with personal information (i.e. social security number)

	1025-09
	  Investment transaction records
	FE
	5 yrs
	6 yrs 
	Trash

	1025-25
	  Accounting policies & procedures
	US
	5 yrs
	5 yrs +
	Trash (US = until superseded)

	1025-26
	  Disbursement records
	FE of pay date
	3 yrs
	3 yrs +
	Trash

	1025-26
	  Scholarships Applications for awardees
	FE of pay date
	3 yrs
	4 yrs +
	Shred

	1025-27
	  Accounts receivable records
	FE of pay date
	3 yrs
	3 yrs +
	Trash

	1025-28
	  Banking records
	FE
	5 yrs
	6 yrs 
	Trash

	1025-29
	  Cost allocation & distribution records
	FE
	3 yrs
	4 yrs
	Trash

	1025-30
	   Ledgers, journals, entry documentation
	FE
	5 yrs
	6 yrs
	Trash

	1025-31
	  Transaction summaries:
	
	
	
	

	
	  C)  Month, bi-monthly, quarterly, semi-annual
	2 yrs
	
	2 yrs
	Trash

	
	   D)  Annual
	FE
	3 yrs
	4 yrs
	Trash

	
	  Scholarship Applications for Non-Recipients
	FE
	2 yrs
	3 yrs
	Shred


