VSC RECORDS RETENTION SCHEDULE






Articles of Incorporation PERM

Attorney Opinion Letters (Property) LIFE + 6 years
By-Laws PERM
Catalogs PERM
Charter PERM
Commencement Program PERM
Contracts and Agreements ACT + 6 years
Deeds and Titles PERM

Degree statistics PERM
Enroliment statistics PERM
Expired Licenses 6 years

Grade statistics PERM

Leases ACT + 6 years
Licenses ACT

Videos of Trustee Board and Committee Meetings Until Minutes Adopted; then OBS
Minutes of Trustee Committee Meetings PERM
Minutes of Trustee Meetings PERM
Patents and Trademarks ACT + 6 years
Policy Statements 10 years
Race/ethnicity statistics PERM

RFP (Requests for Proposals) records: bids, proposals, tabulation summary, and offical res ACT + 3 yrs
Schedule of classes (institutional) OBS

Student Handbook 3 years

STUDENT FINANCIAL AID (SFA) RECORDS

SFA Program Records

Accrediting and licensing agency review, approvals and reports ACT + 3 years

Audit and review reports AUD + 3 years

Other records pertaining to financial responsibility and 5yrs

standards of administrative capability

Program Participation Agreement 5yrs

Self-evaluation reports 3 years from award year
State agency reports 3 years from award year

SFA Fiscal Records

Bank statements for accounts containing SFA funds 3 years from award year
Federal work-study payroll records 3 years from award year
Ledgers identifying SFA transactions 3 years from award year
Records of SFA program transactions 3 years from award year
Records of student accounts 3 years from award year
Records supporting data on required reports, such as:

SFA program reconciliation reports 3 years from award year

Pell grant statements of accounts 3 years from award year

SFA Recipient Records



Student Employment

Employment Eligibility Verification (19 Form) 1 year after employment ends, or a minimum of 3 years
Student Employment Agreements ACT + 3 years

Student Employment Job Descriptions ACT + 3 years

Timesheets 3 years

STUDENT RECORDS

Enroliment Certification Data/Documents

Enrollment verifications 1 year after verification

Financial aid assistance records 3 years after graduation or date of last attendance
Social security certifications 1 year after certification

Teacher certifications 1 year after certification

Veterans Administration 3 years after graduation or date of

last attendance certifications

Federal Disclosure Records

Crime Statistics/Security Report 3 years from date of required disclosure
SRK Graduation/Completion, Transfer-out Data 3 years from date of required disclosure
Athletic Participation/EADA documents 3 years from date of required disclosure
Institutional Information (Cost of Attendance, Withdrawal 3 years from date of required
Procedures, Accreditation, etc.) disclosure, i.e., end of award year

FERPA Data/Documents

Reaquests for formal hearings PERM

Requests and disclosures of personally identifiable information PERM

Student requests for nondisclosure of directory information Until terminated by the student or permanent
Student statements on content of records regarding hearing PERM

panel decisions

Student's written consent for records disclosure Until terminated by the student or permanent
Waivers for rights of access Until terminated by the student or permanent
Written decisions of hearing panels PERM

Registration and Attendance/Academic Progress Records

Academic action authorizations - Dismissal PERM

Academic action authorizations - Warning or Suspension 3 years after graduation or date of last attendance
Academic records (including narrative evaluations, competency assessments, etc.) PERM

Advanced placement and other placement tests records/scores 3 years after graduation or date of last attendance
(e.g., ASSET, Compass, Accuplacer)

Applications for graduation 3 years after graduation or date of last attendance
Applications for admission or readmission (reentry) 5 years after graduation or date of last attendance
Audit authorizations 1 year after date submitted

Changes of course (add/drop) until administrative need is satisfied

Change of grade forms (update documents) until administrative need is satisfied

Class lists (original grade sheets) until administrative need is satisfied

Class schedules (students) until administrative need is satisfied
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