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Shenandoah University Business Office
Record Retention Policy

POLICY

Purpose
The purpose of this policy is to establish standards for managing Shenandoah University’s

Business Office records in an appropriate, systematic and timely manner, consistent with
regulatory requirements.

Principles
Shenandoah University’s Business Office record retention policy is based upon three principles:

* Complete, accurate and high-quality records are to be maintained;

* Storage and Retrieval are outlined in the Record Retention Procedure;

* To promote greater efficiency, business records will be properly disposed of based on
the Normal Retention Period, the Extended Retention Period, if any, and the
effectiveness of any Records Hold Order.

Bases of Retention
Retention periods are based upon the state and federal requirements in number of years (see
attached Records Retention Schedule}, meaning:

* a specific federal or state law requires us to maintain the record;

e important property rights which the University has a legal obligation to protect are
involved; _

* and/or the University is aware of a specific, impending claim or legal action.

DEFINITIONS

* Department: The business units, functional areas, locations and facilities that comprise
Shenandoah University. All departments are required to comply with the attached
Records Retention Schedule.

s Extended Retention Period: The extended length of time that records in a particular
class of records must be retained due to any special applicable local and/or other
requirement, or any order, decree, license, permit or agreement that dictates a specific
retention period that is longer than that of the Normal Retention Period.

* Records Retention Schedule: A schedule that classifies records according to the
business function or department with respect to which they were created and assigns a
Normal Retention Period for each class of records.

e Normal Retention Period: The length of time set forth in the Records Retention
Schedule, that records in a particular class of records must be retained. The tengths of
the various Normal Retention Periods are based on general standards and, where
appropriate, federal requirements or any order, decree, license, permit or agreement,
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dictate a retention period that is longer than the Normal Retention Period, the longer
retention period is to be observed.
¢ Obsolete Records: Records are “obsolete” only when allt of the following are true:
1. The Normal Retention Period for the records has expired;
2. The Extended Retention Period (if any) has expired;
3. Thereis neither a Records Hold Order in place nor a reason for a Records Hold
Order to be in place with respect to the records;
+ Ofi-Site Storage Facility: The designated third-party facility, assigned by Shenandoah
University, which houses all documents that are not needed on a daily/weekly basis
s Record: An account of an event relating to Shenandoah University business preserved
on some medium, e.g. paper, electronic copy, so that it may be reviewed at a later time.
Examples of records include:
1. Documents or reports submitted to government or regulatory authorities;
Financial transactions, accounts and journals;
Time reports;
Expense account documents;
Contracts;
Business correspondence;

L

7. Email messages.

* Records Hold Order: A designation, applied in response to particular circumstances {e.g.
reasonably anticipated litigation, court order or special local legal requirement), that
identifies particular records or classes of records that must be safeguarded against any
alteration, loss, or destruction until the Records Hold Order is lifted. Records subject to
a Records Hold Order must be retained until that order is lifted even if the Normal
Retention Period and/or any applicable Extended Retention Period expire before the
order is lifted.

RETENTION AND DISPOSAL PROCEDURES

Overview

This Policy is designed to facilitate full compliance with all applicable legal requirements relating
te the safeguarding, retention and production, when necessary, of business records. Documents
that are to be retained for more than one year and do not require daily and/or weekly use
should be stored in the designated off-site storage facility.

Records Retention Schedule
All departments should review the schedule and maintain records in accordance with any

statutory/country requirements.

Recard Retention

Each department shall be primarily responsible for applying and implementing this Policy. In
addition, each department may decide on a case-by-case basis to retain specifically designated
records beyond the Normal Retention Period set forth in the Records Retention Schedule to
meet its own business needs. In no instance shall the retention period be shortened.




Record Disposal
Annually, each department (including outside consultants and outside agencies subject to this

policy) will conduct a formal record purging process to identify and destroy records that have
become obsolete after the Normal Retention Period and any applicable Extended Retention

Period.

The Shenandoah University Records Retention Schedule is usually expressed in terms of fiscal
years plus the current fiscal year. For Example, if the record is identified as “two years,” during
FY2006, all FY2005 and FY2004 copies will be kept, FY2004 records are destroyed within 30 days
of FY2006 year end.

All disposed materials must be securely destroyed, e.g., shredded, reformatted, etc. All backup
and archive copies of a record must be destroyed when the original is destroyed. All participants
must ensure that their personal hard disks, home computers, home files, etc., are purged in

accordance with these guidelines.

On an ongoing basis, duplicate and multiple materials should be eliminated. Whenever possible,
the official record is the one to be retained. Accounting records should not be destroyed
without clearance from the Finance Department,

Records Hold Crder

In the event the University is placed on notice as the subject of investigation senior
management and/or legal counsel will notify personnel responsible for disposal processing to
suspend destruction of documents. Efforts to suspend and commence retention and disposal
processing will be done to ensure compliance with and full cooperation with enforcement and
legal proceedings. All related management and supervisors would be sure to communicate such
protocol in a timely manner to internal personnel and related vendors responsible for document

retention and disposal processes.

Given the extent to which business records are maintained on computers and related storage
devices, it is worth noting that any Records Mold Order will apply to all efectronic records that
are retevant to the matter giving rise to the order. This includes electronic files on individual
hard drives, floppy disks, memory sticks, the University’s network and wherever else relevant
files may be electronically stored. A Records Hold Order applies to all documents regardless of
the record media {i.e. paper, microfilm or electronic storage).

Off-site Retention
Documents maintained off-site (those that are not needed on a daily/weekly basis) are to be
stored in accordance with these instructions:

¢ Records must be stored in “Bankers Box ® R-Kive @ Storage Boxes” [ltem #356-818
ordered from Office Depot]

e Record should be maintained of all boxes (and their contents) sent to storage

* The box must be labeled with a permanent marker including the Contents, Year and
Destroy date '

Boxes will be stored in the following location:




White Properties of Winchester, Inc.
720 S. Braddock Street

Winchester, VA 22601
540.667.1710

Materials that may be disposed without a specific retention period: _
The fotlowing are considered to have no administrative, legal, financial or historic reguirements
for retention. They may be disposed of after they have served their reference purposes.

* Duplicates: Extra copies of correspondence, completed forms, bulfetins, statistics,
reports, hardcopy printouts from databases, electronic files extracted from a master
file/database, mailing lists or other records used only for reference or informational
distribution.

¢ Document Errors: Incorrect versions of documents, forms or reports that had to he
regenerated in order to correct errors in typing, data entry, spelling, grammar or format.

« Preliminary Drafts: Drafts of memos, letters, worksheets, and other records, and those
that represent stylistic, spetling or grammatical changes.

» Copies: Documents that have no further administrative value after the recordkeeping
copy is made including topies maintained by employees in personal files.




FNTVERSITY

Accident reportsiclaims (setried £ases)
Accoswass payable ledzers & schedales..
Actons receivable ledzers & schedules... . T ¥
ELTALE T I
Bank reconciliatzons ..
Bank statenenss .........
Capital stock & oond reccr'd,-. ledgers,
wansfer registers, stitbs showing issues,

racerd of interest coupons, opHons, efc ... - Permanpently
CashBookS .o rs s e e e Permzrently
Clarrs 07 B0C0MIE oo e eree e i . Permanently
Checks (canceled — see excepion Below). . onneneann 7 311

Checks (canceled for Inyportans payleens —

i.2., taxes, purchases of property, special coniracrs,

eic. Checks skowdd be fled with e papers

pertaibing o the wderiyiny MABsACEOR ).y Fermaveutty
Contracts, mortzages, notas, & leases (expired) ..... 7 y1s.
Copiracts, mortzages, notes, & leases

(21iil in affect) .. Pesmarantty
Carrespondencs ('-*eneral) -2 YIS,
Correspondence {tezal & impormant matters only) . Permizneatly
Cerrespordeance {rowine) with costomers

andier vendsts ... . 2 y1s.

Dreeds, morigages, & bills of afe ... e PEETRIATENTEY
Depreciaton schedules i Permanently
Daplicate deposit ships .. 2 ¥,
Employmant applications ... 3 318
Expensa anslyses/expense disiribution schedules. .7 y13.
Financial starements (year-end, other opronaly ... Permamenthy

GAMLISRIIRNIS oot oo e smememe e e 7 y15.
Gaperal'private ledgers, year-end wial balamce Permsnently

Insuranca policies {expoed)... 33T
Insurapcs records, cuwrment ac ‘;ﬂEEl! Iepfms

clzims policies, atc.. - .- Peroteranthy
Intemal andst reposts {%Lu*er retention

periods may be desirabla) .3 YIS
Intesnat reparts (muscellumeous). .. reven3 ¥I3
Imvertones of products, marerials, & supphes e TFTEL
Tnvedees {To CUSTORIETS, O VEUAOIS). . mwiricrnrverses T FI5
Jowrmals e - ... Parmavanidy

SHENANDOAH UNIVERSITY
RECORDS RETENTION
SCHEDULE

Retendon Period

Mirute books of directors,

stockbolders, bylaws, & chamer ...
Mozes receivable Jedzars & schedule
Ciprion records {expired) ...
Patets & relsted PAPES s
Payrol! records & surrmaries
Persoanel Sles (terpivated) .....
Barty cash vouckers
Physical inventory tags
o T T T
Proparty appraisals by ontside sppraisers
Properry records, including costs, depraciatica

reserves, year-eud wmial bals.nces d.epra:*'ﬂiron

schedules, bhueprints, & plans ...
Purchasa orders (except purchasing

AEpITNEDT COPFY oo et 13T
Purchasa ordess (purchasing depamnan: COPY) arim
Receiving sheets ...
ReatiTement & peption re;cfds
RRQUESEROBS oo ececee e e et e e
Szles commission raports
Sales records
Scrap & sabhvage records (mve:umues 53Ees BEC.)
Sterographers’ nOEBGOES o
Stocks & bonds cerdficanes (cancelad)
Stockroom withdeawal forms ... oo
Subaidiary ledzers '
Tax retwrms & worksheats, revenue agents’

reports, & othar docvments relgting fo

dererminadon of income vax Mabiliny ................. Pennanently
Tima BOOKe CAMDS .ovieie v e mimeerream . 7 4T3,
Trademark rezismanoes & copyrights.. . Permanenrly
Training maomals .. . Parmanently
Union agreemaass ............. . Permanertly
Voucher register & schedules ... LT yTE,
Vouchers for payments to vendors,

emplovees, erc. {inchidas allowances &

reimburseient of smployees, officess, arc.,

for roavel & emrermaimamant expanses)
Withholding tas SEABMIBATS _ovivecaercreresaeicesins ses

... Parmanently
. T yrs.
.7 e,
.- Bermanently

The retention period is the rumber of years from the date the rox retnrn was filed.
All mearerict prevented is for general nformarion only and shonld nor be acied upon wichowt professional assisianes.

1460 University Drive, Winchester; VA 22601
Phone 540.665.4514
Fax 540.665.5433




