Records Retention Schedule SSARC-632 (09/20) -
Lou?s!‘ana State Archives—Records Management Page 1 of 80 R2023-230 MMM
Louisiana Secretary of State
Post Office Box 94125, Baton Rouge, LA 70804 -'enmq_t_@hsos.!a.gw Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/General Schedule (applies to all units of the university)! Administrative Records _X_RENEWAL
n
{ 'g __REPLACEMENT PAGE
item Retention Period . 8 ADDENDUM PAGE
Number Records Series Title = £ 8| ey —
In OFfi In Total 3| 51 ¢ T Remarks
MUMCE | Storage | Retention @ 2| &8 5
1 Administrative Office Files PERM o PERM M IR [N v
2 ACT = Uniil end of FY in which created or received.
Budget {Department Working Files) ACT+5FY o ACT+5FY M |S [N Records of purchase requisitions, purchase orders,
budget documentation, reconciliations, Invoices.
3 ACT = Until end of FY in which Project is Completed.,
Conferences and Other Special Events ACT +3 FY 0 ACT +3FY M {5 [N Records of Confarences, lectures, and other special
evenls,
. ig‘;’;cr:?s'fec‘”ds {Non-grant-related Department | , ., 7y 0 ACT+7FY | P |8 [N |V | ACT=Unilend of FY in which created or received.
s Policies and Procedures, Departmental PERM a PERM P R N v
6 Program Records (e.g., International Studies ACT = Until end of FY in which superseded or
Program) ACT PERM PERM M R N A obsolate.

Permitted Retention Per;dp Atgreviations

| ACT ~ Active Period (when used define term in remarks calumm)
FY- Fiscal Year (July 1- June 30)

CY ~ Calendar Year (Jan 1 ~ Dec 31)

AY — Academic Year (Aug 1 - July 31)

FFY —Federal Fiscal Year (Oct 1 ~ Sept 30)

MG —Months WK ~Week (Mon-Sun) DY - Day(s)

PERM - Permanent (Life of State) LOA - Life of Agency

NOTE: Please put an asterisk (*)in the Remarks section for any record
series that containg born-digital or imaged records. Inciude brief
description of the technology. (Ex. Scanned JnOnBase).

Security Status Codes
P — Public Record

State Records Center
Use

M — May Contain Confidentia! Information | ¥ — 75
C -~ Confidential information N-No
Archival Processing Codes Vital Record

A — Transfer to State Archives
R — Retain in Agency Archives
S — Review by State Archives
Q - Other (Specify in Remarks)

)

Identification Code
V= Vital

| = important

U= Usefut

Agency Abbreviations

Kara'Di

Age“CJ""“’P“]F@E(B‘ISTRAR

tate, State Archives & Records Services

0CT 19 2023

Date Approved




Louisiana Stale Archives—Records Management

Records Retention Schedule

SSARC-932 (09/20)

Page 2 of B0

Louisiana Secretary of State I
_Post Office Box 94125, Baton Rouge, LA 70804 _m@gs.l oV Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/General Schedule | {applies to all units of the university)l Candidate Searches _X RENEWAL
N
= S _— - — g __REPLACEMENT PAGE
item ' Retention Perio = 8
Number Records Series Title entl d . g s % ” - ADDE.NDUM F:‘GE = ]
in o 5| 6| Bl B emarks
ln Ofﬂce Slorage | Retenﬁon g |. & 6 8 ;
7 ‘:';?ngg)“d'da‘e Searches (no search committee |\ op 3y | g ACT+3FY |M |8 [N | U | ACT=Untlend of FY in which vacancy is filled.
8 Search Committee Records ACT+3 FY 0 ACT +3FY M |8 |N U [ ACT = Untit end of FY in which vacancy is filled.
L _ : = _
— — —
N F
- TR — —

Permitted Retention Period Abbreviations

FY- Fiscal Year (July 1- June 30)

CY —Calendar Year (Jan 1 — Dec 31)
AY — Academic Year (Aug 1 —July 31)
FFY — Federal Fiscal Year {Oct 1 — Sept 30)

MO —Months WK - Week (Mon-Sun) DY - Day(s)
PERM — Permanent (Life of State)

descnphon of the technology. (Ex. Scanned to OnBase)

ACT - Active Period (when used define term in remarks column}

LOA—Life of Agency

NOTE: Please put an asterisk (") in the Remarks section for any record
series that conlains born-digital or imaged records. Include brief

Security S!a_tu_srCades i

P — Public Record

M — May Coniain Confidentia! Information
C — Confidential Information

Archival Processing Codes

A - Transfer io State Archives

R — Retain in Agency Archives

S — Review by State Archives

0O - Other (Specify in Remarks)

State Records Center
Use

Y —Yes
N-No

Vital Record
{dentification Code

V= Vital

1= Important
U= Useful

1I
\ \

RGeS

Agency mreviamms

0CT 19 2023

LR T Wl

Date 5Sngumi Date Approved

Agency prov ate, Statt Archives & Records Services

EG!STRAR




Records Retention Schedule SSARC-932 (09/20)

Loufsfana Slale Archives—Records Management Page 3 of 80

Louisiana Secretary of Stale :

Post Office Box 94125, Batan Rouge, LA 70804 S . recmat@sos.la.qov Indicate Use of Form

f Agency No | Agency { Division / Section __ ORIGINAL SUBMISSION
079.000 | UNO/General Schedute (applies to all units of the university)f Correspondence R _X RENEWAL
TN = 'g _ REPLACEMENT PAGE
Item - Retention Period >l = 8 __ADDENDUM PAGE
Number Records Series Title €1 8| 2y
In Toftal 21 5| 2¢ 3 Remarks
In Office ] ¢ | £ | 88 =
Storage Retention [27] < N >
9 Administrative Correspondence |
(incoming/outgoing and internal correspondence
pertaining o the formulation, planning,
implementation, interpretation, modification, or
redefinition of the programs, services, or projects L
of the university and the administrative PERM 0 PERM I SOV Y
reguiations, policies, and procedures that govem
them. Usually prepared in the name of an
executive of the university, e.g. the Chancellor, a
vice chancellor, a dean, or other high-ranking
official)
10 General Correspondence (non-administrative

incoming/outgoing and internal correspondence,
in any media, pertaining to or arising from the ACT +3FY 1} i ACT+3FY M |S N U | ACT = Until end of FY in which created or received.
routine operations of the policies, programs,
services, or projects of the university) B

Parmitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations h

ACT — Aclive Period (when used define term in remarks column) P - Public Record e

FY- Fiscal Year (July 1- June 30} M - May Contain Confidential Information =

| CY - Catendar Year (Jan 1~ Dec 31) C ~ Confidential Information N-No

AY — Academic Year {Aug 1 — July 31} Archival Processing Codes Vital Record

FFY — Federal Fiscal Year (Oct 1 — Sept 30) A — Transfer to State Archives Identification Code l

MO —Months WK - Week (Mon-Sun) DY - Day(s) R ~ Retain in Agency Archives V= Vital

PERM - Permaneni (Life of State) LOA — Life of Agency $ — Review by State Archives ISt o

NOTE: Please put an asterisk {*} in the Remarks section for any record O - Other (Specify in Remarks) U= Useful

sarigs that contains born-digital or imaged records. Include brief

description of the technolegy. (Ex. Scanned to Prisase). B o R

Agency AhrovaREGlSTRAR

oCT 19 2023

State, Stite Archives & Records Services Date Approved




Records Retention Schedule SSARC-932 (09/20) B
Louisiana State Archives—Records Management -
It age 4 of
Louisiana Secretary of Stale Page 80 —
Puost Office Box 94125, Baton Rouge, LA 70804 rec la.qov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNC/General Schedule (applies to all units of the university)l Immigration Records X_RENEWAL
w
?; _ REPLACEMENT PAGE
Item Retention Period 1 & ADDENDUM PAGE
Number Records Series Title ‘? LR — -
In Total .51 2¢| % Remarks
In Office g/ 81 ®85 &
Storage Retention /2] < [ ] >
11 o ACT = Uniil end of AY in which employee separates.
H1-B Empioyees (LCA) ACT +5AY 0 SR 7 = & Pubiic inspection file. Retention period required by INS.
12 B ACT = Until end of AY in which student is no longer
U2 LRI R ACT+3AY IM |8 [N enrolled. Retention period required by INS.
13 o ACT = Until end of AY in which student is no longer
J-1 Students and Scholars ACT +3AY 0 ACT +3 AY M |S |N enrolled. Retention period reguired by INS,
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbraviations
ACT — Active Period (when used define term in remarks column) P - Public Record L2
FY- Fiscal Year (July 1- June 30) M - May Conlain Confidential Information | ¥ — Y€3 INS = fmmigration and Naturalization Service
CY — Calendar Year (Jan 1 — Dec 31) € — Confidential Information N-No
AY - Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year {Oct 1 - Sept 30} A —Transfer to Stale Archives Identification Coda
MO —Months WK - Week (Mon-Sun) DY - Day(s) R ~ Retain in Agency Archives V= Vital
PERM — Permanent (Life of State} LOA — Life of Agency S - Review by State Archives 1= important
NOTE: Please put an asterisk (*) in the Remarks section for any record O - Other {Specify in Remarks}) U= Usetul
series that contains bom-digital or imaged records. Include brief
description of the technology. (Ex. Scanned tprOnBase). 1

Hona! Divcegis

Agency KpproREGISTRAR

| !';&‘3:3

D

Date Signed

{ State, State Archives & Records Services

0CT 13 2023

Date Approved




Records Retention Schedule SSARC-932 (09/20)
Louisiana State Archives—Records Management i
Louisiana Secretary of State | Page. > of 80
Past Office Box 94125, Baton Rouge, LA 70804 la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/General Schedule (applies to all units of the university)i Personnel Records _X_RENEWAL
o
- 1 - '.g _REPLACEMENT PAGE
item Retention Period =1 8 ADDENDUM PAGE
Number Records Series Title 18] g = —
In Total 2| 51 2¢€ 5 Remarks
In Office ] gl 8¢ =
Storage Retention wi €| HO| >
14 ACT = Unlil end of FY in which employee separates
Department Personnel Records ACT + 70 FY 0 ACT + 70 FY C s N V | from agency. All appropriate personnel actions on file
and maintained by staff. Some originals on file in HRM.
15 Employee Sign-in Sheets ACT +4 FY 0 ACT +4 FY M [S N 1 ACT = Untit end of FY in which created or received.
16 . ACT = Untit end of FY in which created or received,
Employee Time Cards S el 0 GO R A HLUERICE || Applies only to depariments using time clocks,
17 Leave Reconciliation Forms {monthly) ACT +4 FY 0 ACT+4FY M |S N [t | ACT=Untilend of FY in which created or received.
e S-F6 Forms / Leave Forms ACT+4 FY 0 ACT +4 FY M S |N U | ACT = Unli! end of FY in which created or received.
19 Attendance Leave Card Record ACT+30FY | o ACT+30FY M [S | N |1 { ACT=Untilend of FY in which employee separates.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Atﬁar;Mons
ACT - Active Period (when used define term in remarks column} P — Public Record S
| FY-Fiscal Year {July 1- June 30} M — May Contain Confidential information | ¥~ Y88
CY — Calendar Year (Jan 1 - Dec 31) C - Confidential Information IS
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year {Oct 1 — Sept 30) A ~ Transfer to State Archives Kentification Code
MO ~ Months WK ~Week {Mon-Sun) DY - Day(s) R -~ Retain in Agency Archives V= Vital
PERM - Permanent (Life of State) LOA — Life of Agency S — Review by State Archives ! = Important
U= Useful

NOTE: Please put an asterisk (") in the Remarks section for any record
series that contains born-digital or imaged records. Include brief

Q — Other (Specify in Remarks)

A

desr;ﬁpiion_of the technology. {(Ex. Scanned zgnBase).

bona'Discegbe o
Agency(ﬁ;pproREGlSTRAR Date Signed

0CT 19 2023

State, Stafe Archives & Records Services

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 (09/20)

Page 6 of 80

Post Office Box 94125, Baton Rouge, LA 70804 it 5 recmati@sos fa.gov indicate Use of Form
Agency No | Agency / Division / Section _ __ORIGINAL SUBMISSION
! 079.000 | UNO/General Schedule {applies to all units of the university)! Purchasing Records _X_RENEWAL
{Departments) ) | B __REPLACEMENT PAGE
Q
Number Records Series Title . Bl | 2y
In Total 3/ 5 8¢ 3 Remarks
In Office . aQ i Bg =
Storage Retention o « no >
S birect Orders (working files) ACT+1FY 0 ACT + 1 FY P |{S |N 1 | ACT = Until end of FY in which created or received.
21 ) - ACT = Untit end of FY in which created or received.
Interdepartmental Invoices (working files) ACT +2 FY 0 ACT+2FY M [S§ [N I | Master C opy: Accounting Services — A nts Payable
22 . . ACT = Uniil end of FY in which created or received.
Invoices (working files) ACT +2FY e R . . N : Master Copy: Accounting Services - Accounts Payable
23 Office Supplies Requisition Requests ACT + 1 FY 0 ACT+1FY [P |8 |N | U | ACT = Until end of FY in which created or received.
< Packing Siips ACT +2 FY 0 ACT +2FY F |8 |N U | ACT = Until end of FY in which created or received.
25 . ACT = Until end of FY in which created or received.
Purchase Orders (working files) ACT+2FY 0 ACT +2FY P |8 |N U | Mmaster C opy: Accounting Services — Accounts Payable
26 Vendor Files ACT +4 FY o ACT+4FY [P |S | N || | ACT=Unlilend of FY in which created or received.

| Permitted Retention Period Abbreviations

ACT - Active Period {when used define term in remarks column)
FY- Fiscal Year {July 1- June 30)

CY — Calendar Year {Jan 1 - Dec 31)

AY — Academic Year (Aug 1 —July 31)

FFY - Federal Fiscal Year {Oct 1 — Sept 30)

MO — Months WK ~Week {Mon-Sun) DY - Day(s}

PERM - Permanent (Life of State) LOA — Life of Agency

NOTE: Please put an asterisk (") in the Remarks section for any record
series that contains bom-digital or imaged records. Include brief
description of the technology. (Ex. Scanned nBase).

P — Public Record

Security Status Codes

M — May Contain Confidential Informalion
C — Confidential Information

State Records Center
Use

Y -Yes
N - No

Archival Processing Codes
A - Transfer to State Archives
R — Retain in Agency Archives
S - Review by State Archives
Q - Other (Specify in Remarks)

/)

r

>

Agency Prov&l EGH STRAR

Date Signed

5

ctary

Vital Rm-:-orci
Identification Code

V= Vitai
| = important
U= Useful

Agency-:\hbraviatlons

—

0CT 19 2023

tate, State Archives & Records Services

Date Approved




Records Retention Schedule SSARC-932 (09/20)

Louisiana State Archives—Records Management P 7
L of 80
Louisiana Secrelary of State s
Post Office Box 94125, Baton Rouge, LA 70804 recmuti@sos.la.qov Indicate Lise of Form
Agency No | Agency / Division / Section - __ORIGINAL SUBMISSION
079.000 | UNOiGeneral Schedule {applies to all academic units of the University, including the - X_RENEWAL
. P . . &
Co_!!eges of Busme§s Administration, Education, Engineering, Liberal Arts, and O _ REPLACEMENT PAGE
Sciences)/ Academic Records 4
= __ADDENDUM PAGE
ltem Retentions Period - &
Number Records Series Title o g s © —
ota £ & = emarks
In Office In ] 2| B =
L | Storage Retention w| <0 >
27 : ACT = Uniil end of FY in which student is no longer
| enrolled. May include High School and College
Advisement Records ACT+5FY | 0O ACT +5FY c |S N | | transcripts, advisement, meeting notes, masler time
| table, dean’s list information relative lo academic
standing.
28 Course Lecture Notes/Handouts/Master Copies of ACT = Until end of AY in which superseded or
Examinations IS A 0 B N . L 4 cbsolete,
2 Department/College Publications ACT+3AY ¢ ACT +3AY P |5 |N I | ACT = Unfil end of AY in which superseded.
30 Examinations/Homework/Papers/Project ACT +3 AY 0 ACT +3AY C |8 |N V | ACT =Until end of AY in which course is completed.
J
31 ACT = Until end of AY in which created or received, as
Grade Book {Class Records) ACT + 8 AY 0 ACT +BAY C |S |N " e
32 Graduate Program Student Files ACT+10AY | 0 ACT+10AY | € |8 |N | v | ACT=Untiend of AY in which no longer enrolied.
33 International Student Files ACT+10AY | © ACT+10AY | C S |N |V | ACT=Untilend of AY in which no longer enrolled.
34 Students’ Evaluation of Course and Instructor ACT + 10 AY c ACT + 10 AY P |S N U | ACT = Until end of AY in which created or received,
Permitted Retention Period Abbreviaﬁé:r;; . Security Status Codes State Records Center Agency Abbreviatlons
ACT - Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year {July 1- June 30) M —May Contain Confidential Information Y -Yes
CY - Calendar Year (Jan 1 - Dec 31) C — Confidential Information N-No
AY — Academic Year (Aug 1 —.July 31) Archival Processing Codes Vital Recerd
FEY — Federal Fiscal Year (Oct 1 ~ Sept 30) A —Teansfer to Stale Archives identification Cade
MO ~Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM - Permanent {Life of State} LOA — Life of Agency S — Review by State Archives ! = Important
NOTE: Piease pul an asterisk (%) in the Remarks section for any record | O ~ Other (Specify in Remarks) C2LL T
series that contains bom-digital or imaged records. Include brief
desqription of the technology. (Ex. Scanned to  nBase), /) .

Qmﬂ 0CT 19 2023

tate, State Archives & Records Services Date Approved

J%@@M‘L“ w3l
Agency Approvih ECISTRAR Date Signed



Records Retention Schedule

Louisiana State Archives-—Records Management
Louisiana Secretary of State

SSARC-932 {09/20)

Page 8 of 80

Indicate Use of Form

Post Office Box 94125, Baton Rouge, LA 70804 R rqc_rml@o&la.mv
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNOI/General Schedule (applies to all academic units of the University, Including the § _X RENEWAL
{ Colleges of Business Administration, Education, Engineering, Liberal Arts, and b REPLACEMENT PAGE
Sciences)/ Academic Records K] -
l?: __ADDENDUM PAGE
ltem Retention Peried 51 8
Number Records Series Title o g s 2 a .
. In o gt el & y: emarks
In Office Stofage Retenﬁon l'g E g ;
35 Study Abroad Student Files ACT+BAY a ACT +BAY M {5 N V | ACT = Until end of AY in which no longer enrolled.
36 Undergraduate Program Siudent Files ACT + 10 AY 0 ACT + 10 AY c ] N V | ACT = Until end of AY in which no longer enrolled.
Curriculum
6 Class Scheduling Records PERM 0 PERM P IR {N |V
38 Course Request Records ACT PERM PERM P |R | N |V { ACT=Untilend of AY in which superseded or obsolele
39 Textbook Order Records ACT+3FY 0 ACT+3FY |P |S [N ACT = Until end of FY in which created or received.
40 UNO Undergraduate/Graduate Catalogs ACT PERM PERM P R IN V | ACT = Until end of AY in which superseded or obsolate

Permittad Retention Period Abbreviations

ACT ~ Aclive Period (when used define lerm in remarks column)
FY- Fiscal Year {July 1- June 30)

CY — Calendar Year (Jan 1 - Dec 31}

AY - Academic Year (Aug 1 —July 31)

FFY — Federal Fiscat Year {Oct 1 — Sept 30}

MO —Months WK ~Week (Mon-Sun) DY - Day(s)

PERM - Permanent {Life of Stale) LOA - Life of Agency

NOTE: Please put an asterisk {*) in the Remarks seclion for any record
series that contains born-digital or imaged records. Include brief
| description of the technology. (Ex. Scanned to OnBase). OnBase}.

Security Status Codes
P — Public Record

State Records Center
Use

O - COther (Specify in Remnarks)

M — May Contain Canfidential Information | ¥ — V€8
C — Confidential Information N-No
| Archivat Processing Cades Vital Record
A ~Transfer o State Archives identification Code
R — Retain in Agency Archives V= Vital
S — Review by State Archives 1= Important
U= Useful

Agency Abbreviations

UNQ - University of New Orleans

Agency proval

REGISTRAR Date Signed

Secretary

tate,

tate Archives & Records Services

0CT 19 2023

Date Approved




Records Retention Schedule SSARC-932 (09/20)
Louisiana State Archives—Records Management P. 80
. age 9 of 80
Louisiana Secretary of State e
Post Office Box 94125, Baton Rouge, LA 70804 recmat@sos.la.gov indicate Use of Form
Agency No | Agency / Division / Section | . __ORIGINAL SUBMISSION
079.000 | UNC/General Schedule {applies to all academic units of the University, including the | £ X RENEWAL
| Colleges of Busine§s Administration, Education, Engineering, Liberal Arts, and S REPLACEMENT PAGE
| Sciences)/ Academic Records — General Student Records 2 -
! m— 5 ___ADDENDUM PAGE
ttem Retention Period = | 8
Number Records Series Title — 2‘5: g ‘ﬁ = :
in oa 3| 5| = ® emarks
!n Ofﬁce Storage Retention g; a g ;
T 41 Academic Honors PERM ¢ PERM P R {N V | Maintained on Academic Recard
42 General Credential or Cooperalive File ACT +BFY 0 ACT+6FY M |8 N V | ACT = Until end of FY in which no longer enrolled
P
43 LOA = Life of Agency. Eleclronically maintained since
Grade Report Forms LOA+10FY 0 LOA + 10 FY C |R |N V| summer 2003: imaged prior to that date,
= Release of Information PERM 0 PERM c |rR [N |V
) Requests for information ACT + 2 FY 0 ACT+2FY P |{Ss |N ACT = Until end of FY in which created or received.
G Residency Applications PERM 0 PERM MR [N |V
47 Special Circumstances ACT +8CY o ACT +8CY c s N V | ACT = Until end of CY in which created or received.
48 Summary Reports ACT PERM PERM M IR N v :\'(‘}FZ];;JMH end of AY in which student is no longer
49 g ACT = Until end of CY in which student graduatas or
Veterans Files ACT+10CY 0 ACT+10CY M |S |N \ no longer aitends lasses.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year {July 1- June 30} M — May Contain Confidantial Information VLD
CY - Calendar Year (Jan 1 — Dec 31) C - Confidential Information N -No
AY — Acadernic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 - Sept 30) A - Transfer to State Archives Identification Code
MO - Months WK - Week (Mon-Sun) DY - Day(s} R - Retain in Agency Archives V= Vital
PERM -~ Permanent (Life of State) LOA - Life of Agency S — Review by State Archives L S S
NOTE: Please put an asterisk {*) in the Remarks section for any record | O — Other (Specify in Remarks) U= Usefut
series that contains bom-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase), /)

N

Agency Approval

REGISTRAR

0 b\“%_%

Date Signed

f State, State Archives & Records Services

0CT 19 2023

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louistana Secretary of State
Post Office Box 894125, Baton Rouge, LA 70804

recrmgt@isos.la.gov

SSARC-932 {08/20)

Page 10 of 80
Indicate Use of Form

Agency provai

REGISTRAR

R b =
Date Signed

i

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNOJ Accreditation, Institutional Statistics, and Academic Program Records — Academic X_RENEWAL
Adm:mstrativz Records (Academic Affairs} § __REPLACEMENT PAGE
L ttem o Retention Petiod ol =l 8 __ADDENDUM PAGE
| Number Records Series Title £l S| ®y
in OFf; In Total 3| 5| 2 @ Remarks
- =
nbice Storage Retention & 3 ny =
50 : . ACT = Unlif end of FY in which agreement is no longer
Articulation Agreements ACT +3FY PERM PERM P R N v in force. (Spsiling Enforced?)
——————— —-
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M —May Contain Confidential Information Lol
CY — Calendar Year {Jan 1 - Da¢ 31) C — Confidential Information OIS
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY ~ Federal Fiscal Year {Oct 1 — Sept 30) A — Transfer to State Archives \dentification Code
MO —Months WK —~Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives e
PERM — Permanent (Life of State) LOA —Life of Agency S — Review by State Archives | = Important
NOTE: Please put an asterisk (*) in the Remarks seclion for any record | O ~ Other {Specify in Remarks) U= Useful ,
series that contains born-digital or imaged records. Include brief
descnpuon of the technology {Ex. Scanned to OnBase). |

0CT 19 2023

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louvisiana Secretary of State

SSARC-932 {09/20)

Page 11 of B0

Post Office Box 94125, Baton Rouge, LA 70804 508, la.00v Indicate Use of Form
Agency No | Agency {/ Division { Section __ ORIGINAL SUBMISSION
079.000 | UNO/ Accreditation, Institutional Statistics, and Academic Program Records — _X_RENEWAL
Accreditation {Academic Affairs) "é __REPLACEMENT PAGE
o
- + Q
N:;t;!;er Records Series Title il i £ 'S & 5 —AODETDOM PACE
in Office in Total § s g. I Remarks
Storage Retention w | < ac >
51 Accreditation Records ACT + 10 FY PERM PERM M R N V | ACT = Until end of FY in which report is finalized.
52 Institutional Statistics ACT +10FY PERM PERM M [R |N V | ACT = Until end of FY in which created or received.
53 Program Evaluations PERM 0 PERM M | R N v
B |
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P — Public Record —
FY- Fiscat Year (July 1- June 30) M — May Contain Confidential lnformation Y- Yes
CY — Calendar Year {Jan 1 - Dec 31) C - Confidential Information W)
AY — Academic Year (Aug 1 - July 31} Archival Processing Codes Vital Record
| FFY — Federal Fiscal Year (Oct 1 — Sept 30} A - Transfer to State Archives LG L
MO —Months Wi —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives L]
PERM — Permanent (Life of State} LOA - Life of Agency S - Review by State Archives 1= Important
NO:I‘E: Please put an asferisk {*} in the Remarks section for any record O — Other {Specify in Remarks) U= Useful
series thal contains born-digital or imaged records. Include brief
I_dgscriptfon of the technolegy. (Ex. ScEn_nei 1o OnBase}. . VA e

D

" REGISTRAR

Agency

{'E‘)! i‘v‘ Ao
Date 1Sigm:d

Secretary

[ State, State Archives & Records Services

OCT 19 2023

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State
Post Office Box 84125, Baton Rouge, LA 70804

recmatdsos.ja.qov

SSARC-932 (09/20)

Page 12 of 80

Indicate Use of Form

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Accreditation, Institutional Statistics, and Academic Program Records ~ Faculty _X RENEWAL
{Academic Affairs) 5 __ REPLACEMENT PAGE
o
Item Ratention Period - | 8 __ADDENDUM PAGE
Number Records Series Title E1 5| &g
in OFf In Total 3! % § E E Remarks
nOMCe | storage | Retention w!l | wd] 5
54 Distinguished Research/Early
Ressarch/Chancellor Research PERM ¢ PERM PR M

55 Endowed Professors/Chairs PERM 0 PERM P IR [N |V

56 Faculty Academic Files PERM 0 PERM M IR [N v

57 Promation and Tenure PERM 0 PERM MR IN |V

58 Recommendation for Reappointment PERM ] PERM P {R [N v

59 Sabbatical Requests PERM 0 PERM M |R N v
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agéncy Abbreviations
ACT — Active Period (when used define term in remarks column} P — Public Record Use
FY- Fiscal Year (July 1- June 30) M ~ May Contain Confidential Information | ¥ ~ Y5
CY — Calendar Year {(Jan 1 - Dec 31) ¢ - Confidentiat Information N-No
AY -~ Academic Year (Aug 1 - July 31} Archival Processing Codes Vital Record

FFY — Federal Fiscal Year (Oct 1 - Sept 30}
MO — Months WK — Week (Mon-Sun) DY - Day(s)
PERM — Permanent (Life of State) LOA — Life of Agency

NOTE: Please put an asterisk (7} in the Remarks section for any record
series that contains bom-digital or imaged records. Include brief
descriplion of the lechnology. {Ex Scanned to OnBass).

A — Transfer (o Stale Archives
R — Retain in Agency Archives
S — Review by Slate Archives
O — Other (Specify in Remarks)

Identification Code
V= Vital

1 = Important

U= Usefut

Divcespor

REGISTRAR

Agency Approva

Date Signed

0CT 19 2023

tate, State Archives & Records Services

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
L ovuisiana Secretary of State

SSARC-932 (09/20)

Page 13 of 80

Post Office Box 94125, Baton Rouge, LA 70804 recmglifsos.fa.gov Indicate Use of Form
Egency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | YUNO/ Computing and Network Infrastructure Records m _X_RENEWAL
g __REPLACEMENT PAGE
ftem Retention Pericd 5| 8 ADDENDUM PAGE
Number Records Series Title ot g 3 CF e = "
© £ 282 =® emarks
In Office I . s 2|3 gl =2
Storage Retention «® wo| =
e Account Requests [not UNO affiliated] ACT +3 FY 0 ACT+3FY ¢ [S |N ACT = Until end of FY in which audited.
61 . ACT = Untii end of CY in which created or received.
AD Security Logs ACT +1CY 1CY ACT +2CY M [S [N Required for Security Analysis.
= Application Programming Requests ACT+1CY o ACT+1CY M |S [N ACT = Until end of CY in which project is completed.
) Application Programming Requests Tracking ACT +6FY ¢ ACT +8 FY P i8S N U | ACT = Uniil end of CY in which created or received.
64 Blueprints and Schematics of Underground Cable ACT = Until end of FY in which created or received.
Systems ACT +1FY R ACT +6FY 2 s L. Destroy by shredding
65 Consultant Time Sheets ACT + 5FY 0 ACT +5FY P s N ACT = Until end of FY in which audited.
66 Daily Backup Tapes ACT+1WK | 8wk ACT+7WK |C | S | N |V | ACT=Unti end of WK in which created or received,
67 ACT = Until end of CY in which crealed or receivad,
DHCP, RADIUS, CAMS Logs ACT+1CY 1CY ACT+2CY M |5 IN Requited for Security Analysis.
68 . ACT + 400 ACT = Until end of DY Enraliment ends. Mail content
Email Accounts — Student ACT ule)f Dy M S E \f {mailbox} that is kept a period of time after enrotiment
69 Employee Training Memorandur of Agreement ACT+1FY 0 ACT +1FY P S N ACT = Unlil end of FY in which employee separates.
Permitied Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used defina term in remarks column} P - Public Record =
| FY-Fiscal Year (July 1- June 30) M ~ May Contain Confidential information Y -Yes AD - Active Directory
{ CY - Calendar Year (Jan 1 - Dec 31) C — Confidential Information B CAMS - Centralized Account Management System
AY — Academic Year {Aug 1 — July 31) Archival Processing Codes Vital Record DHCP - Dynamic Host Configuration Protocol
FFY — Federal Fiscal Year {Oct 1 ~ Sept 30) A — Transfer to State Archives dentification Code RADIUS — Remote Authentication
MO —Months WK ~Week (Mon-Sun) DY - Day(s) R - Retain In Agency Archives e
PERM — Permanent (Life of State) LOA - Life of Agency S - Review by State Archives USillilz eichd
NOTE: Please put an asterisk (*) in the Remarks section for any record | O — Other (Specify in Remarks) U= Useful
| series thal contains bom-digital or imaged records. Include brief
I_descnption of the technoelogy. (Ex. Scanned to OnBase). ﬂ

Agency A“”"""a‘REGISTRAR

HaAa-@M*{L_ ozl

Date Signed

0CT 19 2023

State, State Archives & Records Services

Date Approved




Louisiana State Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

S5ARC-932 (09/20)
Page 14 of 80

Post Office Box 94125, Baton Rouge, LA 70804 recmgti@iso Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO! Computing and Network Infrastructure Records X _RENEWAL
]
— ".g __REPLACEMENT PAGE
ltem Retention Period = 8 ADDENDUM PAGE
Number Records Series Title | £ % sl =
ota 3| E| 8 % emarks
in Office i X | 8| a% E
Storage Ratention 1] < N >
70 Help Desk Service Requests/Tracking ACT+GFY o ACT +6 FY M | S N ACT = Untit end of FY in which created or received
n Multi-Media Server Files ACT+3AY | 0 ACT+3AY [P [S |N ACT = Until and of AY in which created or received
72 Network and Telephone Work Orders ACT+6FY 0 ACT +8FY P |8 N ACT = Unfil end of FY in which created or received
i) PeopieSoft Change Control Request ACT+4FY ¢ ACT+ 4 FY M |8 [N ACT = Until end of FY in which created or received
74 PeopleSoft Security Request ACT +4 FY 0 ACT+4FY M (s [N ACT = Until end of FY in which created or received
s Telecommunications Supplemental Billing ACT+1FY | 2FY ACT+3FY (M |S |N | v | ACT= Unilend of FY in which created or received
Infermation
Permitted Retention Perio; A-I;t;r;viatlons Security Status Codes State Records Center Agency Abbreviations
ACT - Aclive Period {when used define term in remarks column) P — Public Record Uss
FY- Fiscal Year (July 1- June 30) M — May Conlain Confidentiai Information | ¥ ~ Y®S
CY - Calendar Year (Jan 1 - Dec 31) C - Confidential Information LI
AY — Academic Year {Aug 1 - July 31) Archival Processing Codes Vital Record
FFY —Federal Fiscal Year (Oct 1 — Sept 30) A ~ Transfer lo State Archives Identfication Code
MO ~Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM — Permanant (Life of State) LOA - Life of Agency S~ Review by State Archives = Important
NOTE: Please put an asterisk {*) in the Remarks section for any record QO - Other (Specify in Remarks) S
series that contains bom-digital or imaged records. include brief
description of the technology. (Ex. Scanned to QgBase). /)

Yono Discegbe

Agency J\éprovahE GISTRAR

eoretaryfdf State, State Archives & Records Services

0CT 192023

Date Approved




Records Retention Schedule

L.ouisiana State Archives—Records Management
i_ouisiana Secretary of State

SSARC-932 {09/20)

Page 15 of 80

Post Office Box 94126, Baton Rouge, LA 70804 recmgt@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/Computing and Network Infrastructure Records — Enterprise Networks and _X_RENEWAL
Servars 8 __REPLACEMENT PAGE
o
item Retention Period >l 5] @ __ADDENDUM PAGE
Number Records Series Title Tl 2| %3 A—— e
in Office In Totat § §| 85 3 Remarks
n Ltie Storage | Reatention w| | B0 5
76 Enterprise Networks Service Requests ACT +1FY 2FY ACT+3FY M |s |N ACT = Until end of FY in which created or received.
77 Enterprise Networks Support Logs ACT+1FY 2FY ACT + 3 FY M [S |N ACT = Until end of FY in which created or received.
8 Enterprise Networks UNOnet Resources ACT+1FY S5FY ACT +8 FY cC |5 N V | ACT= Until end of FY in which crealed or received.

Permitted Retention Period Abbreviations

ACT - Active Period (when used define term in remarks column)
FY- Fiscal Year (July 1- June 30)

CY — Calendar Year (Jan 1 — Dec 31}

AY — Academic Year (Aug 1 —July 31}

FFY - Federal Fiscal Year {Oct 1 ~ Sept 30}

MO ~ Months WK - Week (Mon-Sun} DY - Day(s)

PERM — Permanent (Life of State) LOA -~ Life of Agency

NOTE: Please put an asterisk {*) in the Remarks section for any record
series that contains bom-digital or imaged records. Inctude brief
description of the technology. (Ex. Scanned to QnBase).

Security Status Codes

P — Public Record

M - May Contain Confidential Information
C = Confidential information

State Records Center
Use

Y - Yes
N - No

Agency Abbroviations

UNOnet — University of New Orleans-net

Archival Processing Codes
A - Transfer {o State Archives

R — Retain in Agency Archives
S — Review by State Archives
0O = Other (Specify in Remarks}

Vital Record
Identification Code

V= Vital
| = important
U= Useful

Ageney AoV EGISTRAR

0CT 19 2023

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 (09/20)
Page 16 of BO

Post Office Box 94125, Baton Rouge, LA 70804 recmatisos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Computing and Network Infrastructure Records — Media Resources m X_RENEWAL
‘g __REPLACEMENT PAGE
ltem . Retention Period > = 8 __ADDENDUM PAGE
Nutnber Records Series Title g 05| e
n Total 2 £ &¢ ] Remarks
in Office g 21 Zg 2
Storage Retention w < Nnoj >

79 Audic-Visual Equipment Requests ACT 0 ACT P S N ACT = Until end of FY in which created or received,

80 ID Card Information and Pholos ACT+3FY 0 ACT +3FY P s N ACT = Until end of FY in which employed or enrolled

81 Mechanical Key Requests ACT+3FY Q ACT + 3FY M |8 N ACT = Untif end of FY in which employed or enrolled.

- — - -
L _—_— . s —d

Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year {July 1- June 30) M — May Contain Confidentia! Information WSLLE iD — ldentification
CY — Calendar Year (Jan 1 — Dec 31) C - Confldential Information bel.2
AY — Academic Year (Aug 1 — July 31} Archival Processing Codes Vital Record
FFY — Federal Fiscal Year {Oct 1 - Sept 30) A — Transfer to Siate Archives Wentification Code
MO ~ Months WK —Week (Mon-Sun) DY - Day(s} R — Retain in Agency Archives et
PERM — Permanent {Life of State) LOA - Life of Agency S — Review by State Archives USRS
NOTE: Please put an asterisk (*) in the Remarks section for any record Q - Other (Specify in Remarks) S
series that contains bom-digitat or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase). ya) N

 BaeDiscedde

Agency Apéroval REGISTRAR

i

H

L9
Date Signed

92

tate Archives & Records Services

0CT 19 2023

Date Approved




Louisiana Stale Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

SSARC-932 (09/20)

Page 17 of 80

__Post Office Box 34126, Baton Rouge, LA 70804 recm s.la.gov Indicate Use of Form
_Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Computing and Network Infrastructure Records ~ Telecommunications X_RENEWAL
]
'§ ___REPLACEMENT PAGE
Item Retention Period = 8 ADDENDUM PAGE
Number Records Series Title E— e % s = = -
In ofa 2|1 5| 2% 3 emarks
fn Office Storage | Retention &| 2| ad| s
82 Telecommunications Service Requests ACT +1FY 2FY ACT+3FY |M |S |N |1 | ACT=uUniendof FY in which created o received.
83 Telecommunications Support Logs ACT +1FY 2FY ACT +3FY M |S |N I | ACT = Until end of FY in which created or received.
84 Telecommunications Resources ACT +1 FY 5FY ACT +6 FY M |5 N V | ACT = Until end of FY in which created or received.
e
Permitt;l Retention Period Abhre\-rations Security Status Codes State Records Center Agency Abbreviations o
ACT - Active Period {when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30} M — May Contain Confidential tnformation | ¥ — Y©8
N-No

CY — Calendar Year (Jan 1 — Dec 31)
AY — Academic Year {Aug 1 —July 31)
FEY — Federal Fiscal Year (Oct 1 — Sept 30)

MO - Months WK —Week (Mon-Sun} DY - Day(s)
PERM - Permanent (Life of State)

daescription of the technology. (Ex. Scanned to OnBase).

LOA ~ Life of Agency

NOTE: Please put an asterisk (7} in the Remarks section for any record
series that contains bom-digital or imaged records. Include brief

C - Confidential information

Archival Processing Codes
A —Transfer to State Aschives
R —Retain in Agency Archives
S — Review by State Archives
O - Other (Speclfy in Remarks)

Vital Record

|dentification Code

V= Vital
1 = Important
U= Useful

Agency f£pprov

|
REGISTRAR

Date ’Si gned

/

Secretary

tate, State Archives & Records Services

0CT 192023

Pate Approved




{ ouisiana State Archives—Records Management
L ouisiana Secretary of State

Records Retention Schedule

SSARC-932 (09/20)

Page 18 of 80

_ Post Office Box 94125, Baton Rouge, LA 70804 recmati@sos.la.gov indicate Use of Form
Agency No | Agency / Division f Section __ORIGINAL SUBMISSION
079.000 | UNO/Facility Operations Records — Boggs Conference Center {Campus Services) X RENEWAL

"3
—— 'g. _ _REPLACEMENT PAGE
item o Retention Period >l sl & ADDENDUM PAGE
Number Records Series Title £15 = ==
' e Total 35|28 3 Remarks
In Office . & 21 Bg =
Storage Retention wn L4 no| >
2 Beggs Conference Center Event Folders ACT +3CY 0 ACT +3CY M | S N V | ACT = Until end of CY in which event occurs.
i
!

' Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column} P - Public Record A
FY- Fiscal Year (July 1- June 30) M —May Contain Confidential Information UL
CY - Calendar Year (Jan 1 — Dec 31} C - Confidential Information LIEL
AY — Academic Year (Aug 1 —July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 — Sept 30) A - Transfer to State Archives LIS DL
MO — Months WK ~ Week (Mon-Sun) DY - Day(s} R —~ Retain in Agency Archives V= Vital
PERM — Permanent (Life of State) LOA — Life of Agency S — Review by State Archives I = Imporant
NOTE: Please put an asterisk (*} in the Remarks section for any record | O — Other (Specify in Remarks) U= Useful
sefies that contains bom-digital or imaged records. Include brief
descnption of the technology {Ex. Scanned to OnBase), 1 P N

b 0CT 19 2023
— = L1 ENEL :
Agency Approval Date Signed Secretary jof State, Slate Archives & Records Services Date Approved

REGISTRAR



Louisiana State Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

'SSARC-032 (09/20)
Page 19 of 80

_Post Office Box 941256, Baton Rouge, LA 70804 recrmatisos.la.qav Indicate Use of Form
Agency No | Agency / Division / Section __ ORIGINAL SUBMISSION
079.000 | UNO/ Facility Operations Records — Bookstore (Campus Services) X_RENEWAL
']
'.g __REPLACEMENT PAGE
item Retention Period | 8 ADDENDUM PAGE
Number Records Series Title — g’ 3| ey = ——
o = | 2l 5 ema
In Office n g| 5| 55 B
Storage Retention v | < | a0} >
86 Bookstore Purchase Journals ACT +4 FY 0 ACT +4FY P S N U | ACT = Uniil end of FY in which created or received.
. Cash Register Reconciliation Reports ACT+1FY 3FY ACT +4FY P IS [N I ACT = Until end of FY in which created or received.
88 Credit Card Customer Detall Receipts and - s .
Signature Capture ACT+1FY 0 ACT+ 1 FY M S N i ACT = Unlii end of FY in which created or received.
53 Credit Card Data Capture Daily Reports ACT +1FY 0 ACT+1FY Im s [N |1 | ACT=Until end of FY in which created or received.
el Generai Merchandise Purchase Orders ACT +4 FY o ACT +4FY P 5 N U | ACT = Uniil end of FY in which created or received,
9 ggfagf;’eyntsg’;';‘;gyREW“ by Sales ACT+1FY | o0 ACT+16v [P |s |N | U | ACT=Unilend of FY in which created of received.
92 POS Daily Terminal Reports ACT +1FY 0 ACT+1FY | P |s |N | U [ ACT=Untitend of FY in which created or received.
p
93 POS Journals — Customer Receipts ACT +1FY 0 ACT+1FY | M |8 |N | u | ACT = Untilend of FY in which crested or received.
%4 Scholarship & Financial Aid Purchase Detail ACT +4 FY 0 ACT +4 FY P S N | ACT = Until end of FY in which created or received.
95 Textbook Adoption Informalion ACT +4FY 0 ACT+4FY [P |S§ |N | U | ACT = Until end of FY in which created or recived.
S — o
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT ~ Aclive Period (when used define term in remarks column) P — Public Record -
]
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ ~ Y85 POS — Point of Salo
CY - Calendar Year {Jan 1 — Dec 31) C — Confidential information 0D
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record |
FFY — Federal Fiscal Year (Oct 1~ Sept 30) A - Transfer to State Archives ldentification Code :
MO - Months WK —Week {Mon-Sun) DY - Day(s) R ~ Retain in Agency Archives V= Vitat
PERM - Permanent (Life of State) LOA - Life of Agency S - Review by State Archives (Sl
NOTE: Please put an astetisk {*) in the Remarks section for any record | O - Other (Specify in Remarks) U= Useful
series that conlains bomn-digital or imaged records. include brief
| description of the technology. (Ex. Scanned to OnBase). A 4

gency AirovalREG}ST-_lRAR

DB

Date *:Signéd

Stale, State Archives & Records Services

relal

0CT 19 2023

Date Approved



Records Retention Schedule SSARC-932 (09/20)

Louisiana State Archives—Records Management P
. a f
Louisiana Secretary of State ge 20 of 80
_Post Office Box 94125, Baton Rouge, LA 70804 L rec s0s.1a.gov Indicate Use of Form
Agency No | Agency / Division / Section 3 __ORIGINAL SUBMISSION
079.000 | UNO/ Facility Operations Records — Bookstore {Campus Services) _X_RENEWAL
L]
— : - - g __REPLACEMENT PAGE
item Retention Period = @ ADDENDUM PAGE
Number Records Series Title = -g' £ f P = S
o L 8% = emarks
in Office In . 2| 2| 28 =
Storage Retention w !l <] WO >
96 Textbook Charge Back ACT +4 FY 0 ACT +4FY P s N U | ACT = Untif end of FY in which created or received.
97 Textbook Purchase Orders ACT +4 FY 0 ACT+4FY P S [N U | ACT = Untit end of FY in which created or received.
= ‘Year End Inventary Computations ACT +4 FY 0 ACT +4 FY P is |N I | ACT = Unlil end of FY in which created or received.
| Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abt;reuiations
ACT - Active Pericd (when used define term in remarks cofumn) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information Y -Yes
CY - Calendar Year (Jan 1 — Dec 31) C - Confidential information N-No
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) | A - Transfer to State Archives identification Code
MO —Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM — Permanant (Life of State) LOA — Life of Agency S — Review by State Archives | 1= important
NOTE: Please put an asterisk (*} in the Remarks section for any record | O — Other (Specify in Remarks) U= Useful
series that contains born-digital or imaged records. Include brief
| description of the technology. {Ex. Scanned to OnBase), ) -
Il B —_— s ;
Agency Appfoval Date Signéd Secretagy of State,” State Archives & Records Services Date Approved

REGISTRAR




Louisiana State Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

SSARC-932 {09/20)

Page 21 of 80

Post Office Box 84125, Baton Rouge, LA 70804 t@sos.ta.qov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Facility Operations Records — Campus Booking {Campus Services) m X _RENEWAL
g __REPLACEMENT PAGE
ftem - Retention Perlod >l =] 2 __ADDENDUM PAGE
Number Records Series Title £ 5 q:” =
in OFfi in Total g ﬁ 2 E ) Remarks
n Ltlice Storage ftetention w| <] BO| >
99 Campus Booking Event Folders ACT +3CY 0 ACT+3CY M |S N V | ACT = Uniil end of CY in which event occurs.

| Permitted Retention Period Abbreviations

| ACT — Active Period (when used define term in remarks column)

! FY- Fiscal Year {July 1- June 30)

| CY - Calendar Year (Jan 1 —~Dec 31)

| AY — Academic Year (Aug 1 — July 31)
FFY — Federal Fiscal Year (Oct 1 - Sept 30)

| MO —Months WK —Week (Mon-Sun} DY - Day(s)

| PERM — Permanent (Life of State)

LOA — Life of Agency
1
| NOTE: Please pul an asterisk (*) in the Remarks section for any record

series that contains born-digital or imaged records. include bref

Ldescripiion of the technology. (Ex. Scanned to OnBase).

Security Status Codes State Records Center
P — Public Record LU
M — May Contain Confidential Information | ¥ — Y©S
C - Confidential information LJSlY
Archival Processing Codes Vital Record
A = Transfer to State Archives Identification Code
R - Retain in Agency Archives E
S — Review by State Archives UL
O - Other (Specify in Remarks) U= Useful
|

Agency Abbreviations

AP GISTRAR

0CT 19 2523

tate Archives & Records Services

Date Approved




Records Retention Schedule

{ ouisiana State Archives—Records Management
L ouisiana Secrelary of State

SSARC-932 (09/20)

Page 22 of 80

_Post Office Box 94125, Baton Rouge, LA 70804 recmglifisos.la.qov Indicate Use of Formn
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/Facility Operations Records — Environmental Health and Safety (Campus X_RENEWAL
- Eenvices) £ __REPLAGEMENT PAGE
G
ltem Ratention Period e __ADDENDUM PAGE
Number | Records Series Title ‘E '_ﬁ:}, s — _—— —
In Total 21 £ &€ § Remarks
In Office @ 81 EBa =
Storage Retention e | £ w0 5
190 Automobile Claim File ACT +5 FY 0 ACT+5FY |M |8 |N | v | ACT = Until end of FY in which file closed by ORM.
101 BioHazard Waste Form PERM 0 PERM M [R IN v
102 Employee Training File (BBP & Driver's Safety) ACT +10FY 0 ACT + 10 FY P s N | ACT = Until and of FY in which employee separates.
103 Existing Annual Hazardous Waste Disposal
Report for Larger Quantity Generator = 0 PERM L N v
104 General Liability Claim File ACT + 5 FY 0 ACT+56Y | M s | N |v | ACT = Unil end of FY in which file closed by ORM.
105 General Safety Information ACT +3FY 0 ACT +3FY P [S |N V | ACT = Until end of FY in which superseded.
106 Hazardous Waste Manifests PERM 0 PERM M |[R N v
107 ACT = Uniil end of FY in which investigation is
Incident Reports - Employees ACT +3FY 0 ACT +3FY M |8 N V | complsted. If a ciairm is made, transfer records to
Workers Comp Files.
108 ACT = Uniil end of CY in which investigation is
Incident Reports — Non-Employee ACT+3CY 0 ACT+3CY M 8 [N V | compieted. If a claim is rade, transfer racords to
Litigation Files.
i
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period {when used define term in remarks column) P - Public Record —
FY-Fiscal Year (July 1-June 30) M — May Contain Confidential Information Y-Yes BBP - Blood Borne Pathogens
| GY - Calendar Year (Jan 1~ Dec 31) C - Confidential Information N-No ORM — Office of Risk Management
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year {Oct 1 — Sept 30) A — Transfer to Stale Archives tdenfification Code
| MO —Moniths WK ~Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= vital
PERM — Permanent (Life of State) LOA — tife of Agency S — Review by State Archives t = Important i
NOTE: Please put an asterisk () in lhe Remarks section for any record r O — Cther {Specify in Remarks) U= Usetul |
series lrfat contains born-digitat or imaged records. Include brief |
description o_fh the technology. (Ex. Scanned to OnBase). o ) - P i - |
1 = | 23 T 192023
pcgt sl _ o e o

Agengy Approv

BEGISTRAR

Date Signed

State, State Archives & Records Services

Date Approved




Louisiana State Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

SSARC-932 (09/20)

Page 23 of 80

Post Office Box 94125, Baton Rouge, LA 70804 recmat@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/Facility Operations Records — Environmental Health and Safety (Campus X _RENEWAL
Services) 3 __REPLACEMENT PAGE
[+]
ltem Retention Period >l 5| 2 —ADDENDUM PAGE
Number Records Series Title gl 8| 2y
In Of6 In Total 215 g 2l B Remarks
nUhice Storage Retention Al | @ad 5

109 Material Safety Dad Sheets (MSDS) ACT+30CY 6 ACT +30CY P |5 IN V | ACT = Until end of CY in which superseded

110 Medical Surveillance Records ACT+ 3¢ CY o ACT+30CY M {8 [N vV | ACT = Unlif end of CY in which employee separates

111 Property Ciaim File ACT + 5 EY 0 ACT+5FY IM |s [N | v | ACT=Untiend of FY in which file closed by ORM

12 Safety Inspections ACT+1FY 0 ACT+1FY |P |S IN |V | ACT = Untilend of FY in which superseded

13 Safety Training Materials ACT+ 1 FY 0 ACT + 1 FY P |3 N ! Qgg L:tg"!'l end of FY in which superseded or

114 ’ll::er Il Form (Hazardous Materials Notification PERM 0 PERM M R N y

ormy)
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period {(when used define term in remarks column} P - Public Record Use
FY- Fiscal Year {(July 1- June 30) M — May Contain Confidential Informalion Y-Yes
CY —Calendar Year (Jan 1~ Dec 31) C - Confidential Information N-Ne
AY ~ Academic Year {Aug 1 —July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year {Oct 1 — Sept 30) A - Transfer (o Siale Archives identification Code
MO —Months WK —Week {Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= vital
PERM — Permanent (Life of Staie) LOA —Life of Agency S — Review by State Archives i = Important
NOTE: Please put an asterisk ("} in the Remarks section for any record O — Other (Specify in Remarks) U= Uselul
series that contains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned ig"§nBase). ya N
Kora' Divcegie | OCT 19 7023
(0133 Win~ !
i !
Agency kpprO\REGISTRAR Date Signed

State Archives & Records wa? Date Approved




Records Retention Scheduie SSARC-932 (09/20)

Louisiana State Archives—Records Management P '
- age f
L ouistana Secrelary of State ge 24 of 80 i
_Post Office Box 94125, Baton Rouge, LA 70804 ecmgt@sos la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Facifity Operations Records — Facility Services (Campus Services) o X _RENEWAL
. g _ REPLACEMENT PAGE
Item . . Retention Period | 5| & __ADDENDUM PAGE
Number Records Saties Title L, S| 2y
tn Total 2| 51 &8 § Remarks
In Office & Sa =
Storage Retention w| 2| bo| 5
15 Asbestos Results PERM a PERM M |R |N v
116 Assistant Operators Log Book ACT+1CY 0 ACT+1CY M 18 [N U | ACT = Until end of CY in which created or received,
17 Boiler Certificates ACT+1CY 0 ACT+1CY M s N U | ACT = Unlil end of CY in which created or received,
118 CAD Orawings PERM 0 PERM M |rR [N |V
113 Capitat Outlay ACT+5FY 0 ACT+5FY M |S | N U | ACT = Until end of FY in which created or received.
120 Confirming Verbal Orders ACT+2FY 0 ACT +2FY P |s |N i ACT = Until end of FY in which created or received.
121 Daily Gas Logs ACT+2FY 0 ACT+2FY [P |8 |N I | ACT = Until end of FY in which created or received. -
9
122 Design and Construction (Working Files) ACT 5FY ACT+5FY M |S [N | U | ACT = Untitend of FY in which project completed
123 Drawings ACT + 11 FY PERM PERM M R N V | ACT = Until end of FY in which created or received '
124 Emergency Generators Weekly Log Sheets ACT +1FY 2FY ACT+3FY |P |S |N | U | ACT= Untilend of FY in which created or received.
Permitted Retention Period Abbfeviat-it.ms ) . Security Status Codes State Records Center Agency Abbreviations
ty
ACT - Active Period (when used define term in remarks eolumn) P - Public Record Use |
FY- Fiscal Year (July 1- June 30) M —May Contain Confidentiat Information | ¥ — Y&S CAD - Computer-Aided Design
CY - Calendar Year (Jan 1 — Dec 31) C ~ Confidential information LBl
AY - Academic Year {Aug 1 — July 31) Archival Processing Codes Vital Record |
FFY - Federal Fiscal Year (Oct 1 — Sept 30) A — Transfer to State Archives Identification Coda f
| MO ~Months WK - Week {Mon-Sun)DY - Day(s) R - Retain in Agency Archives V= Vital
PERM ~— Permanent (Life of State) LOA — Life of Agency $ — Review by State Archives I = imporiant .
| NOTE: Please put an asterisk {*) in the Remarks section for any record O - Other (Specify in Remaris} S i
| series that contains born-digitai or imaged records. Include brief |
l_d?scription of the technology. (Ex. Scanned to OnBase). = E

0CT 19 2023

| 2 |I R
o i{ﬂ{\ | < l ___.-f' A .
Agency Appraval Date Signed Secretary p§State, State Archives & Records Services Date Approved

REGISTRAR



Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of Stale

SBARC-932 (09/20)

Page 25 of 80

Indicate Use of Form

NOTE: Please put an asterisk (*) in the Remarks section for any record
series that conlains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase)

O — Other (Specify in Remarks)

)

. (O3] 37
Agency va Date ‘Signcd
REGISTRAR

Post Office Box 94125, Baton Rouge, LA 70804 ___recrmatf@sos.fa.gov
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | URNO/ Facifity Operations Records — Facility Services (Campus Services) v _X_RENEWAL
'Eo? __REPLACEMENT PAGE
il _— Retention Period =1 3| 8 __ADDENDUM PAGE ;
Number Records Series Title T 2| &5
In Total a3l 5| £El B Remarks
In Office ) a | 2 S§ =
Storage Retention w | <[ wo| >
125 | Flat Files (drawings) ACT+3FY | PERM | PERM M |[R [N [V | ACT=Untiendof FY in which project completed.
126 Inventory — Stockroom ACT +3FY 0 ACT+3FY [P | |N |1 | ACT=Untlend of FY in which created or received.
127 ssue Report / Sheet ACT +3FY 0 ACT +3FY P {8 |N I | ACT = Until end of FY in which created or received,
128 | |eases ACT+SFY | o© ACT+5FY | P |s [N [1 | ACT=Untiandof FY in which lease term ends
129 Major Repairs Projects PERM o PERM P IR |N '
130 Master Specification Fites PERM 0 PERM M IR IN |V
13 Operators Log Sheet ACT +1CY 0 ACT+1CY |M [S [N | U | ACT =Untiend of CY in which created or received
132 Rackset Drawings ACT 1Y ACT+1CY |M |8 | N | U | ACT=Untilend of CY in which project ends
133 Refrigerant Usage Log Book ACT+1CY 0 ACT+1CY M |8 N U | ACT = Unlil end of CY in which created or received
134 Scope and Cost Analysis ACT PERM PERM P R | N V | ACT = Until end of CY in which project ends
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviaiions
| ACT - Active Period {when used define term in remarks column} P —~ Public Record LD
FY- Fiscal Year {July 1- June 30) M — May Conlain Confidential Information S
CY — Calendar Year (Jan 1 — Dec 31) C — Confidential information N-No
AY — Academic Year {Aug 1 - July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A = Transfer lo State Archives Identification Code
MO —Months WK —Week {Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM — Permanent (Lifa of State) LOA — Life of Agency S — Review by State Archives I = Important
U= Useful

0CT 19 7023

ecretarfyfol State, State Archives & Records Services

Date Approved




Records Retention Schedule SSARC-932 (09/20)

Loufs@ana State Archives—Records Management Page 26 of 80
Louisiana Secretary of Stale .
_Post Office Box 94125, Baton Rouge, LA 70804 ____ recmat@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNOCFacility Operations Records — Facility Services (Campus Services) R X_RENEWAL
T g _ _REPLACEMENT PAGE
item Retention Period 5| 8 ADDENDUM PAGE
Number Records Serles Titie — 2Bl —
in Total 3| 5| 2g 3 Remarks
In Office . 9| 2| Bal £
Storage Retention » | €| Bho| 5
135 Special Projects ACT PERM PERM P R N V | ACT = Until end of FY in which project ends
Lk Stockroom Receiving Report ACT + 2 FY 0 ACT+2FY [P |S [N |1 | ACT=Untilend of FY in which created or received
137 Trouble Call Sheets ACT+1CY | PERM PERM M |R |N |V | ACT=Untiend of CY in which created or received
138 Water Treatment ACT+1CY | 0 ACT+1CY |M |S [N | U [ ACT=Untilend of GY in which created or received
139 Work Orders (Closed) ACT + 2 FY 0 ACT + 2 FY P IS |N I | ACT = Until end of FY in which work completed
140 . . . ACT = Untit end of FY in which contracts ands. Master
Yearly Service Contract Files (Working Copy) ACT+1FY 2FY ACT+3FY P s N Ul eo py: Financial Services — Purchasing.
| —
H_F;;mitted Retention Period Al;i)reviations o Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period {when used define term in remarks column}) P — Public Record Use
FY- Fiscal Year (July - June 30) M - May Contain Confidential information Y -Yes
CY — Calendar Year (Jan 1 — Dec 31) € — Confidential information LSt
AY — Academic Year (Aug 1 —July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year {Oct 1 — Sept 30} A — Transfer to State Archives identification Code i
MO —Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital 5
PERM - Permanent (Life of State) LOA - Life of Agency S — Review by State Archives 1= Important
NOTE: Please put an asterisk {*} in the Remarks section for any record O - Other (Specify in Remarks) U= Useful [
series that contains bormn-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to O__raBa;e). ) " N
“Pipcesia [ [51;@ 0CT 19 2023
2 —

Agency Afiprova Date Signed cretary of State, State Archives & Records Services Date Approved

REGISTRAR




Louisiana State Archives—Records Management
Laouisiana Secretary of State
Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

recmaifisos.la.gov

SSARC-932 (09/20}

Page 27 of 80

Indicate Use of Form

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNC/ Facility Operations Records - Lakefront Arena {Campus Services) ” _X RENEWAL
— g __REPLACEMENT PAGE
Item - Retention Period >l sl 2 __ADDENDUM PAGE
Number Records Series Title Tl z| T35
i Total 31 | 8¢ = Remarks
In Office n gl el 55 £
Storage Retention @wiaq| N0 >
4 Administration: Cancelled Evenl Folders ACT +3CY 0 ACT +3CY M {8 |N ACT = Until end of CY in which created or received.
142 Administration: Event Folders ACT +5CY 0 ACT +5CY M [S |N V | ACT = Until end of CY in which event occurs
143 | Box Office: Athletic Event Foiders ACT+5CY | © AcT+scY |M |s |N | v | ACT=Untiend of CY inwhich event occurs
144 Box Office: Cancetled Event Folders PERM ] PERM M |[R |N V | Retain al Lakefronl Arena
145 | Box Office: Voided Tickets ACT+6FY | 0 ACT+5FY |M |s [N ACT = Uniit and of FY In which created or received,
146 Concessions: Licenses, Permits, Certificates ACT 0 ACT P s N V | ACT = Untit end of CY in which superseded
147 Concessions: Stand Folders ACT +3CY 0 ACT+3CY |M |8 |N |V | AGT=Untiend of CY in which created or received
FPermitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
! ACT — Active Period {(when used define term in remarks column} P — Public Record s
| FY-Fiscal Year (July 1- June 30) M ~ May Contain Confidential information WG
CY - Calendar Year (Jan 1 — Dec 31) C - Confidential Information A
AY — Academic Year {Aug 1 — July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year {Oct 1 - Sept 30) A - Transfer to State Archives identification Code
MO —Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM — Permanent {Life of State) LOA — Life of Agency S - Review by State Archives | = Important
NOTE: Please pu! an asterisk {*) in the Remarks section for any record O — Other {Specify in Remarks) U= Useful
senes that contains bomn-digital or imaged records. Include brief
description of the lechnology. {Ex. Scanned to OnBase). ya) _

Apgency ‘Appfova

REGISTRAR

!
1 |
RIS S PRSI S —

Date Signed

0CT 19 2023

" State, State Archives & Records Services

Date Approved



Records Retention Schedule SSARC-932 (09/20)

Louisiana State Archives—Records Management Page 28 of 80
Louisiana Secrelary of Slate .
Post Office Box 84125, Baton Rouge, LA 70804 recmati@sos.la.gov Indicate Use of Form
Agency No ] Agency { Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Facility Operations Records — Recreation and Intramural Sports {Campus X_RENEWAL
Services) § __REPLACEMENT PAGE
o
Number Records Series Title 13| @
i Total 21 E| 88 0w Remarks
In Office " g o 85 2
Storage Ratention w|l < a0 >
148 Daily Cashier Reconciliation Sheets ACT+4 FY 0 ACT +4FY P ] N i ACT = Unlil end of FY in which created or recejved
149 intemal Incident/Accident Reports ACT +4 FY ¢] ACT + 4 FY C S N U | ACT = Until end of FY in which report is closed
150 Intramural & Club Sport Waiver/Roster Form ACT +4FY 0 ACT +4FY c |s N 1 ACT = Until end of FY in which crealed or received
154 r}\:ﬁembershlp PAR-Q & Waiver/Assumption of Risk PERM 0 PERM c |lr IN Vv
orm
Lz Pro Show Invento ACT + 4 FY 0 AcT+aFy [P |s [N |t | ACT=untiend of FY in which created or received
y
153 Recreation & Fitness Center Building Key Log PERM 0 PERM P |R [N v
154 Recreation & Fitness Center Membership Forms ACT+4FY 0 ACT +4 FY M |S [N | | ACT = Until end of FY in which created or received
Permitted Retention Peried Abbreviations - Security Status Codes State Records Center Agency Abbreviations
ACT - Aclive Period {when used define term in remarks column) P — Public Record =
FY- Fiscal Year (July 1- June 30) M - May Contain Confidential Information | ¥ — YoS PAR-Q —Physical Activity Readiness
CY ~ Calendar Year (Jan 1 — Dec 31) C - Confidential informaticn N -No Questionnaire
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscat Year (Oct 1 - Sept 30) A — Transier lo State Archives Identification Code
| MO —Months WK - Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives WS
PERM — Permanent (Life of State) LOA ~ Life of Agency S ~ Review by State Archives [ = Important
NOTE: Please put an asterisk (*} In the Rernarks seclion for any record O - Other {Specify in Remarks) U= Useful
series that contains bom-digita or imaged records. Include brief
descriptio_n of the technology. (Ex. Scanned to OnBase_)._ - [_‘}
NEIES 0CT 19273
[l ““-_;\J '1 - 4_ _“_/
Agenc / Date Signéd f State, State Archives & Records Services Date Approved

REGISTRAR




Louisiana State Archives—Records Management
Louisiana Secretary of State
_Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

recmgl@sos.la.qov

SSARC-932 {09/20)

Page 29 of 80

Indicate Use of Form

Ageney & vl EGISTRAR

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Facility Operations Records ~ Student Housing (Campus Services) X RENEWAL
L]
f g __REPLACEMENT PAGE
Item o Retention Period >l 5! 8 __ADDENDUM PAGE
Number Records Series Title £l 5 =y
in OFfi In Total 2|51 2¢ = Remarks
- @ -
nONICe | Storage | Retention | @ | €| 80| 5

155 Invoices (Conference Housing) ACT +1FY aFyY ACT+5FY {P |s |N |1 | ACT=Unilendof FY in which created or received

158 Maintenance/Inspection Records ACT +1FY 4FY ACT+5FY [P |8 |N |1 | ACT=Untilend of FY inwhich crealed or received

157 Resident File (application, contract, payment ACT = Unlil end of FY in which no fonger residing in

receipt) ACT 4 FY R M 1S [N 1] student housing
138 Work Orders — Student Housing ACT +1FY 4FY ACT+SFY [P [S |N |1 | ACT=Unli end of FY in which created or received
- L AN |

Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbraviations
ACT — Aclive Period (when used define term in remarks column) P — Public Record Lo
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ ~ Y68
CY - Calendar Year (Jan 1 — Dec 31) C — Confidential Information LELD
AY ~ Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Cct 1~ Sept 30) A — Transfer {o State Archives Identification Code
MO — Months WK —Week (Mon-Sun) DY - Day(s) R — Ratain in Agency Archives V= Vital
PERM - Permanent {Life of State) LOA ~ Life of Agency S ~ Review by State Archives Ul il
NOTE: Please put an asterisk {*} in the Remarks section for any record O — Other (Specify in Remarks) U= Useful
series that contains born-digital or imaged records, Include brief
descrption of the technology. (Ex. Scanned to OpPase). Pa . B

_\_D"'i,}. }ij

Date Si gned

ate Archives & Records Services

0CT 19 2023

Date Approved




Records Retention Schedule

Louisiana State Archives—-Records Management
Louisiana Secretary of State
_Post Office Box 94125, Baton Rouge, LA 70804

bt ALt B

ti@sos.la.qov

SSARC-932 (09/20)

Page 30 of 80

indicate Use of Form

| ACT — Active Period (when used define term in remarks column)
FY- Fiscal Year (July 1- June 30)

CY — Calendar Year {Jan 1 — Dec 31)

AY — Academic Year (Aug 1 - July 31)

FFY ~ Federal Fiscal Year (Oct 1 — Sept 30)

MO — Months WK —Week (Mon-Sun) DY - Day{s)

PERM ~ Permanent {Life of State) LOA —Life of Agency

NOTE: Please put an asterisk (*) in the Remarks section for any record
series that contains bom-digital or imaged records. include brief
description of the lechnolqg!._(Ex. Sca_a_nned to OnBase).

P — Public Record

Use

M — May Contain Confidential Information | ¥ ~ Y5
€ - Confidential information N -No
Archival Processiﬁg Codes Vital Record
A - Transfer {o State Archives LD L el
R - Relain in Agency Archives V= Vital
S — Review by State Archives OS]
U= Useful

0 - Other {Specify in Remarks)

Al

Agenc V.

REGISTRAR

D ,jl}

Date Signed

Secretary

Agency No | Agency / Division / Seclion __ORIGINAL SUBMISSION
079.000 | UNO/Facility Operations Records — University Center (Campus Services) w _X_RENEWAL
g __REPLACEMENT PAGE
item Retention Perlod 5| & ADDENDUM PAGE
Number Records Series Title h :E‘ s & o —
in Offi In Total 3| 5| £E| ® Remarks
nOMee | storage | Retention | 2| &S &
159 Internal Incident/Accident Reports ACT + 3 FY 0 ACT +3FY C |8 |N U | ACT = Until end of FY in which matter is closed
160 University Center Building Key Log PERM 0 PERM P {R |N v
UL University Center Reservation Form PERM 0 PERM M |R |N v
Permitted Retention Pericd Abbreviations Security Status Codes State Records Center Agency Abbreviations

0CT 192023

tate, State Archives & Records Services

Date Approved



Louisiana State Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

SSARC-932 (09/20)

Page 31 of 80

indicate Use of Form

Post Office Box 94126, Baton Rouge, LA 70804 o s0s.la.gov
Agency No | Agency / Division / Section - __ORIGINAL SUBMISSION
079.000 | UNO/ Financial Records - Accounts Payable (Fmancial Services) _X RENEWAL
0
i = g __REPLACEMENT PAGE
item Retention Peri 5| 8 PAGE
| Number Records Series Title ention Period — E:' s % 5 ~ADDENDUM = © "
In o 3| 5] 2¢| ® emarks
LU Storage | Retention &l &| 88
162 Accounts Payable - 1099 Reporting ACT +2FY 6FY ACT +8 FY P |S | N ACT = Until end of FY in which created or received.
163 Account Payable — Reporting ACT +1FY 5FY ACT +6 FY P i8S |N V | ACT = Until end of FY in which created or received.
164 Vouchers — Check Requests ACT 5FY ACT+5FY |M |s [N ACT = Unlil end of FY in which created or received.
165 Vouchers - Contractual/Honorarium Payment ACT SFY ACT +5FY M IS N ACT = Until end of FY in which created or received.
166 Vouchers — Trave] ACT SFY ACT+5FY M |5 N ACT = Until end of FY in which created or received,
167 Vouchers — Vendor Invoices ACT 5FY ACT+5FY {M |s |N ACT = Untif end of FY in which crealed of received.

" Permitted Retention Period Abbreviations

FY- Fiscal Year {July 1- June 30)

CY — Calendar Year (Jan 1 — Dec 31)
AY - Academic Year {Aug 1 —July 31)
FFY - Federal Fiscal Year (Oct 1 - Sept 30)

MO - Months WK ~Week (Mon-Sun) DY - Day(s)
PERM — Permanent (Life of State)

description of the technology. (Ex. Scanned to OnBase).

ACT ~ Aclive Period (when used define term in remarks column)

LOA — Life of Agency

NOTE: Please put an asterisk {*} in the Remarks section for any record
series that contains born-digitat or imaged records. Include brief

Security Status Codes
P — Pubiic Record

State Records Center
Use

0O — Cther (Specify in Remarks)

M — May Contain Confidential Information | ¥ ~ Y85
C - Confidential Information LIS
Archival Processing Codes Vitai Record
A — Transfer 1o State Archives Identification Code
R — Retain in Agency Archives V= Vital
S — Review by State Archives = Important
U= Useful

Agency Abbreviatlons_

'''' Cosbe

roval

REGISTRAR

A gency

[y

we

0CT 19 2023

\D ['27'1. a5

Date $igne}d

Secretaly g State, State Archives & Records Services

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

Post Office Box 94125, Baton Rouge, LA 70804

__recmgl@sos la.gov

SSARC-932 (09/20)

Page 32 of 80
Indicate Use of Form

Ageney ApRoval o GISTRAR

Date Sigm':d

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/Financial Records — Accounts Receivable (Financial Services) X RENEWAL
5 ]
'g __REPLACEMENT PAGE
ftem Retention Period = | 8 ADDENDUM PAGE
Number Records Series Title 28| 2y —
in OFf In Total 3 5| 28| ® Remarks
L - =
n ce Storage Retention h | <| 8BS &
168 Accounts Receivable — Account Files ACT+2FY 5Fy ACT + 7 FY M |S |N V | ACT = Untit end of FY in which paid in full or written off.
169 Accounts Receivable — Reporting ACT+4FY 0 ACT+4FY | M |s [N |1 | ACT=untiend of FY in which created or received
170 Delinguent Accounts/Collections ACT +4FY 4] ACT +4 FY C S N V | ACT = Untit end of FY in which paid in full or written off
LA Differed Payment Agreements ACT +4 FY 3FY ACT+7FY | |S [N |V | ACT=Untiend of FY in which agreement ends
172 Perkins Promissory Notes ACT +2FY SFY ACT+7FY ¢ |s |N |V | ACT=Untiendof FY in which paid in full o written off
173 Title IV Authorization Forms ACT+7FY | @ ACT+7FY |[C |s |N |1 | ACT=uUntiendof FY inwhich created or received
Permitted Rete-ntio; .;;;Ec-sg;f\;l;;viatior.s;;_._. Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period {(when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential information | ¥ ~ 15
CY - Calendar Year (Jan 1 - Dec 31} C — Confidential information ARG
AY — Academic Year (Aug 1 —July 31} Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A - Transfer to State Archives Wdentification Code
MO —Menths WK — Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM — Permanent (Life of State) LOA — Life of Agency S — Review by State Archives U Ei0
NOTE: Please put an asterisk {*) in the Remarks section for any record Q — Other (Specify in Remarks) U= Usefut
series that contains bom-digital or imaged records. include brief
description of 1he technology. {Ex. Scanned to OnBase)._

|
(]2
L.-"!!“/_

22

0CT 19 2523

Date Approved




Louisiana State Archives—Records Management
Louisiana Secretary of Siate
Post Office Box 84125, Baton Rouge, LA 70804

Records Retention Schedule

ecmq@_s_os.!a.gov

SEARC-832 (09120}

Page 33 of 80

indicate Use of Form

NOTE: Please put an asterisk () in the Remarks section for any record
series that contalns bomn-digial or imaged records, Include brief

description of _the technology. {Ex. Scanned to OnBase).

O — Other (Specify in Remarks)

|

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Financial Records - Budgat (Financial Services) X_RENEWAL
i
g __REPLACEMENT PAGE
Item Retention Period =] & ADDENDUM PAGE
Number Records Series Title Fl 3| = = =
In Total 3 | &8¢ 5 Remarks
in Office . g E| Ea =
Storage Retention w | 4| no] >
174 Budget (Board of Regents) PERM 0 PERM P |R |N |v | ACT=uUntilendof FY in which created or received.
175 Budget Adjustment — External PERM 0 PERM P |R {N \Y
178 Budget Adjustment — Internal ACT +5 FY 0 acT+5FY |P |s IN |1 | ACT=untiendof FY in which created or received
177 Budget Request ACT +5FY 0 ACT+56Y | P |s | N |1 | ACT = Until end of FY in which created or recsived
178 Faculty/Staff Raise Schedules (Working Files) ACT +5FY 0 ACT+5FY M |S |N ! | ACT = Until end of FY in which created or received
179 Payroll Journal {Budget Errors} ACT+TFY 0 ACT+7FY P |5 N t ACT = Until end of FY in which audited
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record L)
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ — 'S
CY — Calendar Year (Jan 1 — Dec 31) C ~ Confidential information LJEL
AY — Acadermic Year (Aug 1 -July 31} Archival Processing Codes Vita! Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A — Transfer to State Archives identification Code
| MO —Months WK -Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives LRt
| PERM - Permanent (Life of State) LOA — Life of Agency S - Review by State Archives i = Important
U= Useful

REGISTRAR

NEIESS

Date Signed

0CT 19 2623

Date Approved




Records Retention Schedule SSARC-932 {09/20)

Louisiana State Archives—Records Management
e e 34 of 80
L ouisiana Secretary of State Pag
Post Office Box 94125, Baton Rouge, LA 70804 recmqli@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Financiat Records — Cash Management {Financial Services) X RENEWAL
]
= g __REPLACEMENT PAGE
Item Retention Period =] 3 ADDENDUM PAGE
Number Records Series Title EIE| 2y -
In Total 31 €| &€ 5 Remarks
In Office s N a2 2| SEa =
torage Retention W< o0 >
188 Deposit Logs ACT +2FY 0 ACT+2FY | M |s |N |t | ACT=Untiendof EY in which crested or received.
181 Deposited Checks Records ACT +4FY 3FY ACT +TFY C 3] N f ACT = Until end of FY in which created or received
82 Receipts/Cash Transition Records ACT+2FY 5FY ACT+7FY C |{S |N 1 | ACT =Until end of FY in which created or received
183 Student Direct Deposit Authorization Forms ACT+TFY 0 ACT+7EY |c |s [N |1 | ACT=Untilend of FY in which created o received
184 Student Payment Records ACT +4FY IFY ACT+7FY C S N | | ACT = Until end of FY in which crealed or received
185 1098T IRS Reporting ACT+T7CY o] ACT+7CY C s N 1 ACT = Uniil end of FY in which created or received
Permitted Retantion Pericd Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Aclive Perod (when used define term in remarks column} P - Public Record e
FY- Fiscal Year (July 1- June 30} M — May Contain Confidential Information Ut RS - Internal Revenue Service
CY - Calendar Year (Jan 1 - Dec 31} C - Confidential information hIoli
AY — Academic Year {Aug 1 — July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A = Transfer {o State Archives Identification Code
MO —Months WK ~Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives E
PERM — Permanent (Life of State) LOA - Life of Agency S — Review by State Archives | = Important
NOTE: Please put an asterigk {") in the Remnarks section for any record | O — Other (Specify in Remarks) S
series that contains born-digital or imaged records. Include brief
|_description of the technology. {(Ex. Scanned to OnBase). /] " |

b

0CT 19 2023

tate, Stdte Archives & Records Services Date Approved

Agency Approval Date Sighed Secretary

REGISTRAR




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 (09/20)

Page 35 of 80

Post Office Box 94125, Baton Rouge, LA 70804 o recmigh@sos.la.gov indicate Use of Form
Agency No { Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/Financial Records — Contracts (Financial Services) - X RENEWAL
- 'g __REPLACEMENT PAGE
. 2
N‘l::":er Records Series Tifle Retention Period - % g % ) __ADDENDUM I;AGE -
otal g2l = emar
LGz Stc::'age Retention g g g § 'g
e Contracts ACT+10FY | © ACT+10FY | P |s [N | v | ACT=Untilend of FY in which contract ends
187 Quarterly Report of Contracts to OCR ACT + 5 FY 0 ACT+5FY |P [s [N ACT = Until end of FY in which created or received
qurmilt.a:l Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations o
ACT - Active Period {when used define term in remarks column) P — Public Record LD
FY- Fiscal Year {July 1- June 30) M —~ May Contain Confidential Informalion Y -Yes OCR - Office of Contractual Review
CY — Calendar Year (Jan 1 - Dec 31) C - Confidentiat information ISl
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY ~ Federal Fiscal Year {Oct 1 —Sept 30) A —Transfer to State Archives identification Code
MO - Months WK - Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM - Permaneni (Life of State) LOA - Life of Agency $ - Review by State Archives £= Important
NOTE: Please put an asterisk {*) in the Remarks section for any record Q - Other {Specify in Remarks) U= Useful
series that contains born-digital or imaged records. inciude brief
description of the tecrmology‘ {Ex. Scanned o OnBase). Pa

Agency

proval
REGISTRAR

Secretary ¢f State, Stite Archives & Records Services

0CT 19 2023

Date Approved



Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

_SSARC-932 (09/20)

Page 36 of B0
Indicate Use of Form

Post Office Box 94125, Baton Rouge, LA 70804 . recmgt@sos.la.qov
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/Financial Records — General Accounting & Financial Reporting (Financial _X _RENEWAL
SSGVices) ] __REPLACEMENT PAGE
[~
Item Retention Period PR —.ADDENDUM PAGE
Number Records Series Title £ 58] ¥y =
in Offi tn Total gl 51 & E K Remarks
n Citice Storage Retention ol <] B8 =
L) Banking Statements & Reconciliations ACT +3FY SFY ACT+8FY |M | s |N | U | ACT=untiend of FY in which created or received
189 Bond Statements ACT + 3 EY PERM PERM P IR | N 11 | ACT=Untilend of FY in which created or received
190 Endowment Reports ACT +3FY SFY ACT+8FY | P {5 |N |t | ACT=Untiendof FY in which created or received
L Financial Statement Working Papers ACT +5 FY 0 AcT+58Y [P | s | N | U | ACT =Untilend of FY in which created or received
192 Financial Stalements PERM 0 PERM P R {N |
LK General Ledger (Reconciliation Support) ACT+5FY 0 ACT+5FY M IS N U | ACT = Until end of FY in which created or recaived
194 Journal Entries — Including Interdepartments ACT + 3 FY 5FY ACT+8FY |M |8 [N I | ACT = Until end of FY in which creatad or received

Permitted Retention Period Abbreviations

ACT — Active Period (when used define term in remarks column}
Y- Fiscal Year (July 1- June 30)

CY —Calendar Year (Jan 1 — Dec 31)

AY — Academic Year (Aug 1 - July 31)

FFY — Federal Fiscai Year (Oct 1 - Sept 30)

MO —~Months WK —Week {Mon-Sun) DY - Day(s)

PERM — Permaneni {Life of State) LOA ~Life of Agency

NOTE: Please put an asterisk (*) in the Remarks seclion for any record
series that contains born-digital or imaged records. include brief
description of the technology. (Ex. Scanned to OnBase).

Security Status Codes

State Records Center

P — Public Record Use

. . . Y ~Yes
M —May Contain Confidential Information
C - Confidential information WISLL
Aschival Pracessing Codes Vital Record
A — Transfer to State Archives Identification Code
R - Retain in Agency Archives V= vital
S — Review by State Archives I= Important

U= Useful

O — Cther (Specify in Remarks)

REGISTRAR

Date ;S:Jgntd Secretary

Agency Abbreviations

I foane

0CT 19 2023

State, State Archives & Records Services

Date Approved




L.ouisiana State Archives—Records Management
Louisiana Secretary of State
Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

recmalisos la.gov

SSARC-932 (09/20)

Page 37 of 80
Indicate Use of Form

Ekgency No | Agency / Division / Seclion __ORIGINAL SUBMISSION
| ©79.000 | UNO/Financial Records — Office Supplies (Financial Services) w _X_RENEWAL
. g __REPLACEMENT PAGE
. * Q
N:lt;':er Records Series Title Retention Period %. -g g . __ADDENDUM PAGE
In Office In Total § 5 g t F Remarks
Storage Retention m| €] ALl >
195 Office Supplies Retumn Form ACT +4 FY 0 ACT+4FY | P |8 | N | U | ACT=Untilendof FY in which created or received
196 Office Supply Requisitions ACT +4 FY 0 ACT+4FY | P |s | N | u | ACT=untiendof FY in which created or received
|
i_

Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations ) B

ACT — Active Period (when used define term in remarks column} P — Public Recerd Use

FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ — Y &S

CY —Calendar Year (Jan 1 — Dec 31) C - Confidential Information LSLD

AY — Academic Year {Aug 1 - July 31) Archival Processing Codes Vital Record

FFY - Federal Fiscal Year {Oct 1 - Sept 30) A — Transfer to State Archives Identification Code

MO — Months WK — Week (Mon-Sun) DY - Day{s) R — Retain in Agency Archives V= Vital

PERM — Permanent (Life of State) LOA  Life of Agency S — Review by State Archives I = Important

NOTE: Please put an asterisk (*) in the Remarks section for any record | O — Other (Specify in Remarks) oL

series that contains born-digital or imaged records. Include brief

description of the technolegy. (Ex. Scanned lo OnBase).

Agency

proval
REGISTRAR

EOE

Date Signed

Foat A
ecretary o%%tate, State Archives & Records Services

0CT 19 2023

Date Approved




Records Retention Schedule

Louisiana State Archives-—Records Management
Louisiana Secretary of State

SSARC-932 (09/20)

Page 38 of 80
Indicate Use of Form

Post Office Box 94125, Baton Rouge, LA 70804 rec s05.1a,
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 @ YNO/Financial Records — Payroli (Financial Services) _X_RENEWAL
L7}
'g __REPLACEMENT PAGE
item L Retention Period = 5| & ADDENDUM PAGE
Number Records Series Title E|lz} %5 e
In OFfi In St Total Z -§ 2| s Remarks
n ce n Storage @ Bagl &
: Retention CH RN
e/ Garnishments/Child Support ACT +5CY acT+scy |c |s [N [v | ACT=Untilend of CYinwhich Paidin Full or
198 Payroll Reconciliations ACT+2FY | 3Fy ACT+5FY |C |s [N |V | ACT = Until end of FY in which audited.
199 Payroll Records ACT+5CY | PERM PERM M [R | N [V | ACT = Untilend of CY in which created or received,
200 ACT = Uinlil end of FY in which cfeatea or rr;-c;i'-v;d. .
Payroil Reports ACT+1FY LS GRS M 1S N \/ Retention period mandated by FLSA.
21 ; ACT = Uniit end of CY in which created or received.
Tax Reporting ACT +4 CY (0 e LR ¢ S . \/ Form 941. Retention period mandated by IRS.
202 ACT = Until end of FY in which created or received.
Time Sheets ACT+3MO | SFYIMO GRS M |8 b \f Retention period mandated by FLSA.
E Permitied Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
| ACT - Active Period (when used define term in remarks column) P ~ Public Record Use
FY- Fiscal Year (July 1- June 30) M - May Contain Confidential Information | ¥ — YeS FLSA — Fair Labor Standards Act
CY — Calendar Year (Jan 1 — Dec 31) C = Confidential Information LG IRS - Internal Revenue Service
AY - Academic Year (Aug 1 — July 31} Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A~ Transfer fo State Archives L
MO -~ Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vil
PERM — Permanent (Life of State) LOA — Life of Agency S - Review by State Archives i = Important
NOTE: Please pul an asterisk (*) in the Remarks section for any record O — Other (Specify in Remarks) U= Useful
series that contains born-digital or imaged records. Include brief
description of the technology. {(Ex. Scanned to OgBase). A

Agency A}érovalRE GISTRAR

Date IEigmed

0CT 19 2023

retary of [ptate, Statc Archives & Records Services

Date Approved



Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-832 {09/20)

Page 38 of 80

Post Office Box 84125, Baton Rouge, LA 70804 __recmg la.gov Indicate Use of Form
| Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
'_079_000 UNO / Financial Records — Property Control {Financial Services) o _X_RENEWAL
i '-g __REPLACEMENT PAGE

ltem o Retention Period > 5| @ __ADDENDUM PAGE

Number Records Series Title 2l 8l ey
In Total 3! 51 £l = Remarks
In Office Storage Retention ol 2| B8l

203 Annual Physical Inventory Records PERM o PERM P |R |N U

e BF-11 Transfer (Surplus Form) ACT +6 FY 0 ACT+6FY |P |s [N Ju #{gk‘; %?;:::igoor: c?si?r;:;cgr:fo?rtt;d CALEL L
) Moveable Property Purchase Orders PERM 0 PERM P IR |N ]u

. g ]

Permitted Retention Period Abbreviations Secl.slrity Status Codes State Records Center Agency Abbreviations

ACT - Active Period (when used define term in remarks column) P - Public Record .

FY- Fiscal Year (July 1- June 30) M -~ May Contain Canfidential Information Y -Yes

CY — Calendar Year (Jan 1 — Dec 31) C ~ Confidential Information LR

AY - Academic Year (Aug 1 —July 31} Archival Processing Codes | Vital Record

FFY - Federal Fiscal Year (Oct 1 - Sept 30) A - Transfer to State Archives | identification Code

MO - Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital

PERM — Permanent (Life of Stale) LOA - Life of Agency S - Review by State Archives 1= Important

NOTE: Please put an asterisk {*} in the Remarks section for any record Q — Cther (Specify in Remarks) U= Useful

series that contains born-digital or imaged records. Include brief

description of the technology. (Ex. Scanned to,QnBase).

Agencyr .(pprovﬂEG| STRAR

=

Date Signed

1 '1_ o
ecretary

tate,

tate Archives & Records Services

0CT 152023

Date Approved




Records Retention Schedule

L outisiana State Archives—Records Management
Louisiana Secretary of State

matfiisos.la.gov

SSARC-932 (09/20)

Page 40 of 80
indicate Use of Form

ACT — Active Period {when used define tenm in remarks column)
FY- Fiscal Year (July 1- June 30}
CY - Calendar Year (Jan 1 — Dec 31)

P — Public Record

Use

AY - Academic Year {Aug 1 ~July 31)

FEY — Federal Fiscal Year {Oct 1 — Sept 30)

MO — Months WK —Week (Mon-Sun) DY - Day(s)

PERM — Permanent (Life of Slate} LOA —Life of Agency

NOTE: Please put an asterisk (*) in the Remarks section for any record
series that contains born-digital or imaged records. Include bnef

description of the technology. (Ex. Scanned jpnBase).

M —May Contain Confidential information WLt
C - Confidential information N - No
Archival Processing Codes Vital Record

A - Transfer 10 State Archives
R - Retain in Agency Archives
S — Review by Siate Archives

O — Other {Specify in Remarks}

2

Identification Code
V= Vital

{ = important

U= tiseful

Agency No ] Agency / Division / Section - __ORIGINAL SUBMISSION
079.000 | UNO/Financial Records — Purchasing (Financial Services) R X_RENEWAL
‘g __ REPLACEMENT PAGE
ltem . Retention Period = | 8 __ADDENDUM PAGE
. 21 W
Number Records Series Title £ 58 e
In Total 3|1 5| 28| B Remarks
In Office . @ 8| Hd| 2
Storage Retention w] <} @0 >
208 sl bR LA L e i A IS L s e [ acT+4ey | P |s |N | U | ACT =Untiiend of FY in which created or received
and State Contract
207 . ACT = Until end of FY in which Term of Contract
Bids ACT 2FY ACT +2FY P $ & V ends/PC Resulting from Bid
208 . ACT + 10 - o
Contracts Resulting from Procurement Process ACT 10 FY Fy P |S |N V | ACT = Until end of FY in which Term of Contraci ends
209 Insurance Cerlificates ACT 0 ACT P s N U 2&!’: Until end of CY in which Term of Certificate
e Leases ACT+ 10 FY 0 ACT + 10 FY P S N V | ACT = Until end of FY in which Term of Lease ends
211 Purchase Orders ACT + 2 FY 2FY ACT +4 FY P s N V | ACT = Until end of Current FY or Term of PO if Longer
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations

PO ~ Purchase Order

W@Wﬂ" nlzlez
AgencY("‘PPfOREGISTRAR Date Sign‘med

Secretary pft State, State Archives & Records Services

0C7 19 2023

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

$SARC-932 (09/20)

Page 41 of BO

Post Office Box 94125, Baton Rouge, LA 70804 recmyt(@sos.la.qov Indicate Use of Form
| Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
[ 079.000 | UNO/Employment Records, Including Benefits — Faculty/Staff X_RENEWAL
L]
g __REPLACEMENT PAGE
ltem o Retention Period > 5| & __ADDENDUM PAGE
Number Records Series Title g 5| 2y
in Total 3 5| &€| & Remarks
in Office & £l Ba] =
Storage Retention w | <| W] >
220 Employee Health Records ACT+30EY | 0 ACT+30FY |c |8 |N |V | ACT = Until end of FY in which employee separates
221 Faculty Personnel Files PERM 0 PERM M |[R N v
222 Heaith Certificates (Employees) ACT+3FY 0 ACT +3FY C {5 |N V | ACT = Until and of FY in which employee separates
223 Market Data ACT + 2 FY 0 AcT+2FY |P |s [N ACT = Untit end of FY in which created o received
224 o ACT = Unil end of FY in which employee separates.
Personnel Action Notices ACT + 70 FY 1] ACT+70 FY C S N v | Includes changes in pay slatus, regrades of
reclassifications.
225 Position Descriptions ACT +3FY 0 ACT+3FY |P |8 |N ACT = Until end of FY in which superseded
228 Staff Personnel Files PERM 0 PERM M R [N |V
Permitted Retention Per-it_:d- Abbreviations } Security Status Codes State Records Center Agency Ahbreviations
ACT — Active Pericd (when used define term in remarks column) P = Public Record L
FY- Fiscal Year (July 1- June 30) M —May Contain Confidential Information | ¥ = Y©S
CY - Calendar Year (Jan 1 — Dec 31} C ~ Confidential Information N-No
AY - Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY ~ Federal Fiscal Year {Oct 1 Sept 30} A - Transfer to State Archives Identification Code
MO - Months WK ~ Week (Mon-Sun} DY - Day(s) R — Retain in Agency Archives | V=Vital
PERM - Permanent (Life of State) L OA ~ Life of Agency S - Review hy State Archives I = Important
NOTE: Please put an asterisk (%) in the Remarks seclion for any record | Q — Other (Specify in Remarks) U= Useful
series that conlains bom-digital or imaged records. Include bref |
| description of the technology. (Ex. Scann_ed to OnBase). | ye

Agency Approval Date Signed

REGISTRAR

Secretary off#tate, State

OCT 19 7023

chives & Records Services Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 {09720}
Pl
Page 42 of 80

Indicate Use of Form

NOTE: Please put an asterisk {*) in the Remarks section for any record
series that contains born-digital or imaged records. Include brief
description of the technology. {Ex. Scanned tc OnBase).

REGISTRAR

J O — Other (Specify in Remarks)

F .

Post Office Box 94125, Baton Rouge, LA 70804 _— _ recmgti@dsos.la.gov
Agency No | Agency / Division / Section __ ORIGINAL SUBMISSION
079.000 | YNO/Employment Records, Inciuding Benefits — General R X _RENEWAL
T 'g ___REPLACEMENT PAGE
item o = Retention Period =1 =5| & __ADDENDUM PAGE
Number | Records Series Title £ 5| =
In Total 2 -§ £E 8 Remarks
InOffice | Storage | Retention | & | < | 83| §
227 Accident/lliness Reports ACT+10FY 0 ACT + 10FY cC 'S5 N Vv | ACT = Unti! end of FY in which employee separates
228 Affirmative Action ACT +6 FY 0 ACT+6FY [M |s | N |v | ACT=untlendof FY in which created or received
229 Annual Employee Notification of Policies ACT+2FY 0 ACT + 2FY P IS | N ACT = Until end of Y in which employee separates
230 Applications / Recruitment / interview ACT+3FY 0 ACT +3FY c s N ACT = Until end of FY in which employee separates
231 Aftendance Records ACT +3FY o ACT+3FY P S N ACT = Unlil end of FY in which employee separales
232 Benefits ACT +30 FY 0 ACT + 30 FY Cc S N V | ACT = Until end of FY in which employee separates
233 Credentials ACT +3 FY 0 ACT+3FY |P |8 [N |V | ACT=uUniil end of FY in which employee separates
CE Discrimination Complaint — Case Files ACT +3FY 0 ACT+3FY M |s |N v dAacs:;oz Jntil end of FY in which case is setlled or
- ]
235 Drug Screening or Testing Records ACT +4FY 0 ACT+4FY |G |8 | N | v | ACT = untiend of FY in which employee separates |
. 236 Employee Manual ACT + 1 FY PERM PERM P IR |N |V | ACT=Unilend of FY in which superseded. ‘
R - i ————— : =
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations |
ACT - Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscat Year {July 1- June 30) M —May Contain Confidential Information ¥ -Yes
CY - Calendar Year (Jan 1 — Dec 31) | C - Confidential Information pIELD i
AY - Academic Year (Aug 1 —July 31) | Archival Processing Codes Vital Record E
FFY — Federal Fiscal Year (Oct 1 ~ Sept 30) A ~ Transfer to State Archives ot G2 LT
MO — Months WK - Weel (Mon-Sun) DY - Day(s} R - Retaln in Agency Archives L]
PERM - Permanent (Life of State) LOA - Life of Agency S - Review by Stale Archives 1= Important
U= Useful

ecretary

State, State Archives & Records Services

0CT 19 70823

Date Approved




Records Retention Schedule

L ouisiana State Archives—Records Management
L ouisiana Secretasy of Stale

SSARC-932 (05/20)

Page 43 of 80

Post Office Box 84125, Balon Rouge, LA 70804 ) recmgti@aos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNC ! Employment Records, Including Benefits — General m _X_RENEWAL
— g __REPLACEMENT PAGE
item Retention Period = & ADDENDUM PAGE
Number Records Series Title 28| P —
In Offi In Total 3| E :&-; i Remarks
nomee | storage | Retention | | €| S} 3
r_ -,
237 gg:zlrg’?é’gggfm Pl AL ARE e ACT+3FY | 0 ACT+3FY [P |$ |N |V | ACT = Untiend of FY in which updated or superseded
238 Exit Interview Files ACT +3FY 0 ACT+3FY M |S N Vv | ACT = Until end of FY in which employee separales
e Grievance Records and Reports ACT+3FY 0 ACT +3FY M S N Vv | ACT = Until end of FY in which settled or disposed of
240 Job Applicants — Civil Service ACT + 4 FY 0 ACT+4FY | M |s | N |V | ACT = Untiend of FY in which created or received
241 | pay Ciassification / Scale Records ACT+5FY | 0 ACT+5FY M |5 | N ACT = Uniil end of FY in which updated or superseded
242 Performance Planning and Evaluation ACT + 5FY 0 ACT +SFY c s N V | ACT = Until end of FY in which amployee separales
e Promotion / Demation, Layoff, Termination, or ACT+ 70 FY 0 ACT+T70FY M S N ACT = Until end of FY in which employee separates
Tenure Records
244 Training Records ACT+3FY 0 ACT +3FY M |S N V { ACT = Unti! end of FY in which employee separates
245 Unemployment Insurance Records and Reports ACT+5FY G ACT+5FY M |S N ACT = Unti end of FY in which audited
ploy!
_Pennit‘led Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record —
FY- Fiscal Year (July 1- June 30} M ~ May Contain Confidential Information Y -Yes
CY - Calendar Year (Jan 1 — Dec 31) C - Confidential Information bl
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A —Transfer to State Archives Ll o DL
MO ~Months WK —Week (Mon-Sun) DY - Day(s) R ~ Retain in Agency Archives e
PERM — Permanent {Life of State) LOA — Life of Agency S — Review by State Archives 1= Important
| NOTE: Please put an asterisk () in the Remarks section for any record O - Cther {Specify in Remarks} ESE)
series that contains born-digital or imaged records. Include brief
description of the technology. {Ex. Scanned fo quase). P i - — =

Agency 'AéprovahEeisTRAR

10]’:‘3&’1%

Date Signed

0ct _I 9 2623

State, State Archives & Records Services

Date Approved



Records Retention Schedule 'SSARC-832 (09/20)
Louisiana State Archives-~Records Management
Louisiana Secretary of State Page 44 of 80
Post Office Box 94125, Baton Rouge, LA 70804 recmat@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/Employment Records, including Benefits — General X_RENEWAL
[}
g __REPLACEMENT PAGE
ftem Retention Period =] & ADDENDUM PAGE
Number Records Series Title o £ % % . —ADD e
ota Al e g€l w emarks
In Office o 31 €|l 55 2
Storage Reatention w| <] @O >

248 Verification of Employment ACT +4 FY 0 ACT +4 FY M |s |IN V| ACT = Until end of FY in which created or received

247 Volunteer Workers ACT + 3FY 0 ACT+3FY | M |S IN |1 | ACT=Untlend of FY in which volunteering
Permitted Retention Pe_ri.ozi -A.Sbre\;i.al_ion.s- - Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period {when used define term in remarks column) P — Public Record Lo
FY- Fiscal Year (July 1- June 30} M — May Contain Confidential Information | © ~ Y63
CY — Calendar Year (Jan 1 ~ Dec 31} C -~ Confidential informalion WS
AY — Academic Year {Aug 1 — July 31} Archival Processing Codes Vitat Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A —Transfer to State Archives Identification Code
MO —Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives b
PERM — Permanent {Life of State} LOA ~ Life of Agency S — Review by State Archives ISl h el

U= Useful

NOTE: Please put an asterisk (*) in the Remarks section for any record
series that contains bom-digital or imaged records. include brief
description of the technology. (Ex. Scanned to OnBase).

O — Other (Specify in Remarks)

ya

Agency Aipproval
REGISTRAR

1) ! 21 2

Date Sig:r‘wd

Secretary gf State, State Archives & Records Services

0CT 19 2023

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 (09/20)

Page 45 of 80

_Post Office Box 94125, Balon Rouge, LA 70804 recmot@sos.la.gov Indicate Use of Form
_Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/Intellectual Property Records — Copyrights w“ _X_RENEWAL
'.'é __REPLACEMENT PAGE
NLf;?er Records Saries Title Retention Period z| 3 > . __ADDENDUM PAGE
In Total 3| E| &% 3 Remarks
I Office | storage | Retention | # | < | @] >
248 Copyright Documents ACT + 3 FY 0 ACT + 3FY M s N v :r?d.l: Until end of FY in which Life of Each Copyright
249 Copyright Documents ACT + 3 EY 0 ACT + 3 FY p s N v ?ncd:.= Until end of FY in which Life of Each Copyright
|
Permitted Retention Period Abbreviations ) Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) £ — Public Record —
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Informalion | ¥ ~ YO8
CY — Calendar Year (Jan 1 — Dec 31) C — Confidential information LS
AY - Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 — Sept 30} A — Transfer to State Archives identification Code
MO —Months WK —Week (Mon-Sun) DY - Day(s) R - Retair in Agency Archives V= Vital
PERM — Permanent (Life of State) LOA — Life of Agency S — Review by State Archives I = important
NOTE: Pltease put an asterisk {*) in the Remarks section for any record O — Other (Specify in Remarks} U= Useful
series that contains bor-digital or imaged records. Include brief
\d_esc_riplion of the technology. (Ex. Scanned to QoBase), A ” e

- @n@fbwc@&“
Agency Afiprova

REGISTRAR

AN T

Date :Signed

0C7 19 2023

tate, State Archives & Records Services

Date Approved




Louisiana State Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

SSARC-832 {09/20)

Page 46 of 80

Indicate Use of Form

_Post Oifice Box 94125, Baton Rouge, LA 70804 recmati@sos.la.gov
Agency No | Agency / Division / Section ORIGINAL SUBMISSION
aci —
079.000 | UNO/Intellectual Property Records — Patents/Trademarks X_RENEWAL
L]
- ; g __REPLACEMENT PAGE
Item .? Retention Period | 8 ADDENDUM PAGE
Number Records Series Title ; o £ 3 % 5 — = .
ota 2 5| 8 = emarks
in Office In el 6| z5 Z
Storage Retention 0w <] a0 >
250 Patents / Trademark Apglications ACT + 3FY 0 ACT+3FY [M |S [N |V | ACT=Untiiend of FY in which Life of Patent ends.
251 Patenl / Trademark Income / Expense { inventor ACT = Until end of FY in which completion of process
Share Payments ACT + 3 FY 0 ACT+3FY |M [S |N | ocours
252 Patent / Trademark information PERM 0 PERM M |[R [N i
253 Patents / Trademarks issued PERM 0 PERM M IR [N v
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ ~ Y&3
CY ~ Calendar Year (Jan 1 - Dec 31) C - Confidential tnformation N-No
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year {Oct 1 - Sept 30} A — Transfer to State Archives Identification Code
MO — Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM - Permanent {Life of State) LOA - Life of Agency S - Review by State Archives | = Important
NOTE: Please put an asterisk {*) in the Remarks seckion for any record Q - Other {Specify in Remarks}) U= Useful
series that contains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase). - .

Agency Ag'troval

REGISTRAR

0CT 19 2023

Date Sighed

of State, State Archives & Records Services

Date Approved




L ouisiana State Archives—Records Management
t.ouisiana Secretary of State

Records Retention Schedule

SSARC-932 (09/20)

Page 47 of 80

Indicate Use of Form

Past Office Box 94125, Baton Rouge, LA 70804 - L recmiti@sos.la.qov
Agency No | Agency / Division / Section __ ORIGINAL SUBMISSION
079.000 | UNO/ Intellectual Property Records — Research & Technology Parks X_RENEWAL
hzd
: g ___REPLACEMENT PAGE
item Retention Period =1 8 ADDENDUM PAGE
Number Records Series Title _f_? Sl =g == . _—
in Total 2l 5| S = Remarks
In Office @ 21 8g| =
Storage Retention w | 4 ool >
254 Park Development / Design Documents PERM 0 PERM M |R [N
o - 1
p—=— s = — J—
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define lerm in remarks column) P — Public Record —
EY- Fiscal Yaar {July 1- June 30) M — May Contain Confidential Information | ¥ ~ Ye8
CY ~ Calendar Year (Jan 1 - Dec 31) C - Confidential information LSO
AY — Academic Year (Aug 1 ~ July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A — Transfer to State Archives Identification Code
MO - Months WK —Week (Mon-Sun} DY - Dayls) R —~ Retain in Agency Archives V= Vital
PERM - Permanent (L.ife of Slate) LOA — Life of Agency S — Review by State Archives 1= important
NOTE: Please put an asterisk (*} in tha Remarks section for any record 0 ~ Other {(Specify in Remarks) U= Useful
series that cantains bomn-digital of imaged records. Include brief
description of the technology. (Ex. Scanned to OnB_ase). =

roval

REGISTRAR

h:»f 3 f 03

Date Signed

Secretary

0CT 19 2023

State, Stafe Archives & Records Services

Date Approved




Records Retention Schedule SSARC-932 {09/20)

Louisiana State Archives—Records Management P
- age 48 of 80
Louisiana Secretary of State 20
Post Office Box 94125, Baton Rouge, LA 70804 - . recmati@isos.ia gov indicale Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Office of Internal Audit X_RENEWAL
0
— . - — —— — - g ___REPLACEMENT PAGE
Item Retention Period < | 8 ADDENDUM PAGE
Number Records Serigs Title - 21 ¥ & 5 =
' S In Total 3|l 5| S| B Remarks
n ce Storage Reatention % 2 o 8 =
255 . ACT = Until end of FY in which the report is issued or
Internal Audit Reports PERM 0 PERM M |R [N V| the follow-u p report is completed
256 Internal Audit Working Papers and Supporting ACT = tntil end of FY in which the reporl is issued or
Documents ACT +3FY 0 ACT +3FY L S o ’ the follow-up repori is completed
257 Annual Risk Assessments ACT + 5 FY 0 ACT+5FY | M |8 | N |1 | ACT=uUntiendofFY inwhich created or received
258 General Correspondence ACT+3FY ¢ ACT + 3 FY M |5 N I | ACT = Unltil end of FY in which created or received
P
e Calendars and Reutine Correspondence ACT +1FY o ACT + 1 FY M S [N I | ACT = Until end of FY in which created or received
260 Policies and Procedures PERM o PERM M {R |N 7
I e - S
Permitted Retention Period Abbreviations i Security Status Codes Siate Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P - Public Record e
£Y- Fiscal Year {July 1- June 30} M = May Contain Confidential Information Y -Yes
CY - Calendar Year (Jan 1 - Dec 31} C — Confidential Information N-No
AY ~ Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record E
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A — Transfer fo State Archives Identification Code |
MO —Months WK —Week (Mon-Sun} DY - Day(s) R — Retain in Agency Archives V= Vital I
PERM — Permanent (Life of Siate) LOA — Life of Agency S —~ Review by State Archives I'= Important
NOTE: Please put an aslerisk {*) in the Remarks section for any record | O — Other (Specify in Remarks) = Liselul
series that contains born-digital or imaged records. Include brief | I
description of the technology. {Ex. Scanned to OnBase). s i

 CCr 19

@ . D J‘% 237 : |
Agency Approval Date Signed ecretary «f State, Stite Archives & Records Services Date Approved

REGISTRAR




Records Retention Scheduie

{_ouisiana State Archives—Records Management
Louisiana Secretary of State

'SSARC-932 (09/20)

Page 49 of 80

ACT - Active Period (when used define term in remarks column}
FY- Fiscal Year (July 1- June 30)

CY — Calendar Year {Jan 1 — Dec 31)

AY — Academic Year {Aug 1 - July 31}

FFY — Federal Fiscal Year {Oct 1 — Sept 30)

MO — Months WK —Week (Mon-Sun) DY - Day(s)

PERM - Permanent {Life of State} LOA - Life of Agency

NOTE: Please put an asterisk {*} in the Remarks section for any record
series that contains born-digital or imaged records. Include brief
description of the technology. {(Ex. Scanned to OnBase).

£ — Public Record

M — May Contain Confidential information

C - Confidentiat information

Use
Y —Yes
N~ No

Post Office Box 94125, Baton Rouge, LA 70804 recmoti@sos.la.aov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
l 079.000 | UNO/Law Enforcement Records ~ UNO Police {Campus Services) " _X_RENEWAL
'g __REPLACEMENT PAGE
item Retention Period = | 8 ADDENDUM PAG
Number Records Series Title o ,.g' 4 % . . > E k
ota El g2 3 amarks
in Office U g| 8| 55 E
Storage | Retention @ 4| o >
261 Appeal Letter of Parking Citation ACT + 5 AY 0 ACT+5AY [c |s N |V |&T e Y
262 Arrest Register PERM 0 PERM ¢ |[R IN |V
263 Ban Notification Letters ACT+5CY 0 ACT+5CY c |s N V | ACT = Until end of CY in which superseded
264 Daily Crime Log ACT +3CY 0 ACT+3CY P |S [N v | ACT = Until end of CY in which superseded
265 Daily Dispatch Logs ACT+3CY 0 acT+3cy |¢ Is |N | v | ACT=Untiend of CY in which superseded
266 Daily Vehicle Log ACT+1CY | © ACT+icY |c |8 [N | v | ACT=Uniiendof CY in which superseded
267 Departmental Policy and Procedures ACT + 3 AY o ACT+3AY |M 1s |N |V | ACT=Untiend of CY in which superseded
268 Disability Parking Records ACT + 5 AY 0 acT+5aY | ¢ |s | N | v | ACT=untiend of AY in which created or received
269 . ACT = Until end of CY in which investigation is
Incident Reports ACT +7CY 0 ACT+TCY . : B A completed. CIR are kept by City of New Orieans.
270 N " ACT = Until end of CY in which final dispasition of
Internal Affairs Investigations ACT+7CY 0 ACT+7CY cC |s |N Vi nvesligation OCCUTS.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations

CIR - Criminal Incident Reports

Archival Processing Codes

A - Transfer lo State Archives
R — Retain in Agency Aschives
S - Review by State Archives

O - Other {Specify in Remarks)

Vital Record
identification Code

V= Vital
| = important
U= Useful

(v}

REGISTRAR

Agency

Date Signed

0CT 18 2523

ecretary®f State, State Archives & Records Services

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 (09/20}

Page 50 of 80

Post Office Box 94125, Baton Rouge, LA 70804 recmgi@sos.la.gov indicate Use of Form
Agency No | Agency / Division / Section ___ORIGINAL SUBMISSION
079.000 | UNO/Law Enforcement Records — UNO Police (Campus Services) X _RENEWAL
0
"g ___REPLACEMENT PAGE
ltem Retention Period 5| & ADDENDUM PAGE
Number Records Series Title - - —
In OFfi In Totat 31 %5 .g 2l ® Remarks
DI =
mOMee | Storage | Retention | @ | < | 85| 5
211 | Key Sign out Log ACT+1CY | PERM | PERM ¢ [R [N |v | ACT=Untiendof Y in which superseded
272 NCIC Terminal User Agreement ACT+3CY 0 acT+3cy |p s | N | v | ACT=untiend of CY in which Life of Agreement ends
g
273 Officer Activity Sheet ACT+3CY 0 ACT +3CY cC |8 (N v | ACT = Until end of CY in which employee separates
274 Operations Orders ACT+1CY 0 ACT+icY |P |5 |N |V | ACT = Until end of CY in which obsolete or superseded
275 Parking Tickets ACT +5 AY 0 act+say |c |s |'N |V | ACT = Until end of AY in which final disposition ocours
276 Patrol Rifle Inventory Form ACT+acy | o AcT+4cy 1€ |s |N |V | ACT=untilend of CY in which created or received
277 Police Item Log PERM 0 PERM c |rR [N |V
278 Privateer Place Parking Agresment AGT +5CY 0 act+5cy |P |s | N |V | ACT = Untitend of CY in which superseded
279 Property & Evidence Log Book PERM 0 PERM ¢ {rR [N v
286 Property Issuance Cognizance Cards ACT +1CY 1cY acT+1cy |P |s | N |V | ACT = until end of CY in which employee separates
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period {when used define 1erm in remarks column} P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Informalion Y -Yes NCIC — National Crime Information Center
CY — Calendar Year (Jan 1 - Dec 31) C ~ Confidential Information N -No
AY — Academic Year (Aug 1 - July 31} Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30} A — Transfer 1o State Archives Identification Code
MO = Months WK — Week {Mon-Sun) DY - Day{s} R — Retain in Agency Archives V= Vital
PERM — Permanent (Life of State) LOA — Life of Agency S — Review by State Archives | = important
NOTE: Please pul an asterisk (") in the Remarks section for any record © - Other {Specify in Remarks) U= Useful
series that cortains bom-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase). ~

Agency Approval

REGISTRAR

REE

0CT 19 233

Date Signed

of State, State Archives & Records Services

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 {09/20)

Page 51 of 80

Post Ofiice Box 94125, Baton Rouge, LA 70804 i recmgti@sos Ja.gov Indicate Use of Form
Agency No | Agency / Division / Section ) __ORIGINAL SUBMISSION
| 079.000 | UNO/Law Enforcement Records — UNO Police (Campus Services) R X_RENEWAL
(e | —_— g __REPLACEMENT PAGE
item Retention Period =1 8 ADDENDUM PAGE
Number Records Series Title 21 5|2y =
in Total 3 E| g8 Remarks
In Office 1 g B4 £
Storage Retention w | €| DO >
281 Radio Issuance Farm ACT +1CY o acT+1cy |c |s N | v | ACT = Untiiend of CY in which employee separates
282 Regutation Issuance Cognizance Cards ACT 1CY ACT+1CY P |S |N V | ACT = Until end of CY in which employee separates
283 Resisling Arrest Report Form ACT +3CY 0 act+3cy | c |s IN |V | ACT=untiendof CY in which superseded
264 Sex Offender Registry PERM 0 PERM c {R |N v
285 Subpoena Book PERM 0 PERM ¢ |[rR [N (v
286 Supervisor Daily pass on log ACT+1CY | © acT+1CY |c |s |N | v | ACT=uUntiendof CY in which superseded
287 Ternporary Parking Decals ACT+5CY 0 ACT+5¢cY |P |s |N | v | ACT = Untilend of CY in which superseded
288 Uniform Crime Reports PERM 0 PERM c & NV
289 UNOPD Immobilization Release Form ACT+5CY | o0 ACT+5CY |P |S |N |V | ACT=uUntiendof CY in which superseded
250 UNOPD Report Log PERM 0 PERM c R [N |V
T’:r:nzitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Pericd {when used define term in remarks column) P — Pubiic Record Use
FY- Fiscal Year (July 1- June 30} M - May Contain Confidential information UERL)
CY - Calendar Year (Jan 1 - Dec 31) C - Confidential Information LSt
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 - Sapt 30) A - Transfer to State Archives Hentics ik
MO ~ Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives B
PERM — Permanent {Life of State} LOA - Life of Agency S - Review by State Archives | = Important
NOTE: Please put an asterisk {*} in the Remarks section for any record | O — Other (Specify in Remarks} U= Useful
series that contains borm-digital or imaged records. Include brief
description of the technology, (Ex. Scanned to OpBase). - A .

Date Signed

State, Statc Archives & Records Services

0CT 19 2023

Date Approved




Records Retention Schedule SSARC-932 (09/20)

Loufs!‘ana State Archives—Records Management Page 52 of 80
Louisiana Secretary of State -
Post Office Box 94125, Baton Rouge, LA 70804 recmati@isos.la.qo Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Legal Records — Agreements/Memoranda of Understanding (MOU} X_RENEWAL
i
[ g __REPLACEMENT PAGE
Item Retention Period | @ ADDENDUM PAGE
Number Records Series Title . Z g & 5 ==
in | Total 35| 28 w Remarks
In Office St . 8| & SEa =
otafleé | Retention @ wo| >
29 Cooperative Endeavor Agreements ACT+BFY a ACT +6FY P 1S |N V | ACT = Until end of FY in which Life of Agresment ends
292 Material Transfer Agreemenis ACT+6FY 0 ACT +6 FY P {S |N V | ACT = Until end of FY in which Life of Agreement ends
= gg;'t‘r‘;’;gda of Understanding and Related ACT +6 FY 0 acT+s8Y | P |s |In | v | ACT = Untilend of FY in which Life of Agreement ends
294 Non-Disclosure Agreements ACT +6 FY 0 ACT+6EY | M |S [N |V | ACT = Untilend of FY in which Life of Agreement ends
- [
|
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year {July 1-.June 30} M — May Contain Confidential Information UL
CY —Calendar Year {Jan 1 - Dec 31) C - Confidentiaf Information N -No
AY — Academic Year {Aug 1 — July 31} Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1~ Sept 30) A — Transfer to State Archives Identification Code
| MO —Months WK —Week (Mon-Sun) DY - Day(s) R ~ Retain in Agency Archives V= Vital
| PERM — Permanent (Life of State) LOA —Life of Agency S — Review by State Archives i = Important
NOTE: Please put an asterisk ("} in the Remarks seclion for any record O — Other {Specify in Remarks) U= Useful
series that contains born-digital or imaged records. Include brief
descriplion of the technology. (Ex. Scanned to OnBase). P
. E— "
NS Slovar~ 0T 19 23
Date Signed Secretary pf State, State Archives & Records Services Date Approved

roval
REGISTRAR




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 (09/20)

Page 53 of 80

Ageney AoV E GISTRAR

Date Signed

0CT 19 2023

Secretary pff State, State Archives & Records Services

Date Approved

Post Office Box 94125, Baton Rouge, LA 70804 e e - recmgtii@sos.la.gov Indicate Use of Form
i Agency No | Agency / Division / Section ___ORIGINAL SUBMISSION
[ 079.000 | UNO! Legal Records — Litigation / Grievances | i _X_RENEWAL
———— 'g __REPLACEMENT PAGE
item o Retention Period >l 51 8 __ ADDENDUM PAGE
Number Records Series Title £ $l 2y
In Total 31 51 & ;] Remarks
e i) Storage Retentlon o | < g S| 3
295 T ACT +6 EY o ACT +6 FY M 3 N v ACT = Until end of FY in which casa is closed or final
judgerment
296 Litigation Files ACT +6 FY 0 ACT + 6 FY M |s N v ;?:g;;n g::il end of FY in which case is closed or final
4
1
== = = = e et
Permitied Retention Period Abbreviations Socurity Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Putilic Record o
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information L
CY - Calendar Year (Jan 1 — Dec 31) C - Confidential Information R
AY - Academic Year {Aug 1 - July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 - Sept 30) A - Transfer to State Archives laentification Code
MO —Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM - Permanent {Life of State) LOA - Life of Agency S - Review by State Archives I = important
NOTE: Please put an asterisk {*) in the Remarks section for any record | O — Other (Specify in Remarks} U= Useful
series that contains bom-digital or imaged records. Include brief
description of the technology. {Ex. Scanned to OnBase). ya . - |




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 (09/20)

Page 54 of 80

Post Office Box 84125, Baton Rouge. LA 70804 recmgt@sos.la.gov | Indicate Use of Form
Agency No ! Agency / Division { Section - __ORIGINAL SUBMISSION
079.000 | UNO/ Legal Records — Opinions " _X_RENEWAL
g _ REPLACEMENT PAGE
ltem Retention Period »l 5| 8 __ADDENDUM PAGE
Number Records Series Title A -
In Total 3| 5| £E| = Remarks
[ Py -
Cate il Storage Retention w| <] ad| 5
297 | B ACT = Until end of FY in which updated or obsolets.
Legal Opinions ACT + 10 EY 0 ACT + 10 FY c s N v Contains documentation from legal counsel detailing

facts which result in rules, policy, or administrative
procedures.

Permitted Retention Period Abbreviations

ACT — Active Period (when used define term in remarks column)
FY- Fiscal Year (July 1- June 30)

CY — Calendar Year (Jan 1 - Dec 31)

AY — Academic Year (Aug 1 —Juty 31)

FFY — Federal Fiscal Year {Oct 1 - Sept 30)

MO — Months WK —Week (Mon-Sun) DY - Day(s)

PERM — Permanent (Life of State) LOA - Life of Agency

NOTE: Please put an asterisk ("} in the Remarks section for any record
series that contains born-digital or imaged records. inciude brief
description of the technology. (Ex. Scanned to OnBase).

Security Status Codes
P — Public Record

State Records Center
Use

M — May Contain Confidential Information Y- Yes
€ - Confidenti! Information |N-Ne
Archival Processing Codes Vital Record
A - Transfer to State Archives Identification Code
R — Relain in Agency Archives V= Vital
S — Review by State Archives I = Important

U= Useful

O — Other (Specify in Remarks)

Agency Ap;
REGISTRAR

Date Signed

Agen_cy -A_bbreviaﬂons

tate, State Archives & Records Services

QCT 19 2323

Date Approved




Louisiana State Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

'SSARC-932 (00/20)

F Page 55 of 80

Post Ofiice Box 94125, Baton Rouge, LA 70804 cmati@sos.la.gov Indicate Use of Form
] Agency No | Agency / Divisien / Section __ORIGINAL SUBMISSION
' 079.000 | UNO/ Library Records - Archives and Special Collections {Earl K. Long Library) - _X RENEWAL
— — g _ REPLACEMENT PAGE
item o Retention Period ! 5| 8 __ADDENDUM PAGE
Number Records Series Title £1 58] &y
) in Total al 5| €€ = Remarks
nOffice | siorage | Retention &1 2| B38| &l
sl Collection Files PERM s} PERM M |R [N Vv | Includes Deeds of Gifl, correspondence with donors
299 Inventories of Collections PERM 0 PERM P {R |N v
i) Researcher Registration Records PERM 0 PERM cC {R [N g:f;'l‘_'iizs e
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record LU
FY- Fiscal Year (July 1- June 30} M - May Contain Confidential Information R
CY - Calendar Year (Jan 1 - Dec 31) C — Confidential Information LISB)
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY ~ Federal Fiscal Year {Oct 1 ~ Sept 30} A — Transfer to State Archives Identification Code
MO — Months WK ~Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives Ve Vital
PERM — Permanent (Life of Siate) LOA — Life of Agency S - Review by State Archives {I; lljmp;)r:ant
= Usefu

NOTE: Please put an asterisk (*} in the Remarks section for any record
series that contains bom-digital or imaged records. Include brief
descriplion of the technology. (Ex. Scanned to OnBase).

O — Other {Specify in Remarks)

proval

REGISTRAR

/ MWW

crelary offJtate, State Archives & Rccords Services

CCT 19 2023

DPate Approved




Records Retention Schedule SSARC-932 (09/20)

Louis?ana State Archives—Records Management Page 56 of 80
Louisiana Secretary of State -
Pust Office Box 54125, Baton Rouge, LA 70804 recmali@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Library Records — Bibliographic Control (Earl K. Long Library) N _X_RENEWAL
I g __REPLACEMENT PAGE
item Retention Period =| 8 ADDENDUM PAGE
Number Records Series Title § g = 5 =
In Toftal 2 5] 88| ® Remarks
In Office S @ 2 &6 =
torage Retention w L N >
301 Acquisition Records PERM 0 PERM P R N v
S Bibliographic Records PERM 0 PERM PR [N |V
303 Catalog, Library PERM o PERM P |r [N |V
304 Cataloging Statistics (holdings) PERM 0 PERM P |R |N u
305 Licenses PERM 0 PERM P R N V | Database licensing agreemeanis
e Sheif-ist Cards ACT+6MO | © ACT+6MO | P |8 | N [V | ACT= untitend of MO in which obsolete
, | . . - -
Permitted Retention Pericd Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Pericd (when used define term in remarks coluran) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information Y —Yes
CY - Calendar Year {dan 1 —Dec 31) C - Confidential Information LS
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 - Sept 30) A - Transfer to State Archives LR U R
MO —Months WK ~Week {Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM — Permanent {Life of State} LOA —Life of Agency S ~ Review by State Archives I = Important
NOTE: Please put an asterisk (*) in the Remarks section for any record O - Other (Specify in Remarks) U= Useful
series that contains born-digitat or imaged records. Include brief
description of the technology. {Ex. Scanned to OnBase). Py .
] faird o
Agedcy #pproval Date Signed Secretary pf State, State Archives & Records Services Date Approved

REGISTRAR



Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-832 {09/20)

Page 57 of BO

ACT - Aclive Period (when used define term in remarks column}
FY- Fiscal Year (July 1- June 30}
CY — Catendar Year (Jan 1 — Dec 31)

P — Public Record
M — May Contain Confidential information
C - Confidential information

Use
Y -Yes
N-No

AY — Academic Year (Aug 1 — July 31)

FFY - Federal Fiscal Year {Oct 1 — Sept 30)

MO — Months WK - Week (Mon-Sun) DY - Day(s}

PERM — Permanent {Life of State) LOA —Life of Agency

NOTE: Please put an asterisk {*} in the Remarks section for any record
series that contains bom-digital or imaged records. Include brief

description of the technology. (Ex. Scanned to OnBase).

Archival Processing Cades
A — Transfer to State Archives
R - Ratain in Agency Archives
S - Review by State Archives
0O ~ Other (Specify in Remarks)

Vital Record
Identification Code

V= Vitai

t = Important
U= Useful

Post Office Box 94125, Baton Rouge, LA 70804 _ _recmglsos la.gov Indicate Use of Form
Agency No | Agency / Division f Section __ORIGINAL SUBMISSION
079.000 | UNO/Library Records - Gifts/Donations (Earl K. Long Library) R _X_RENEWAL
‘g __REPLACEMENT PAGE
ftem — Retention Period > s 8 __ADDENDUM PAGE
Number Records Series Title £ 5 'ﬁ 5
in Office ] Tota § ',5_ k] E g Remarks
Storage Retention w | 4| so} =
307 Special Gift or Donation Records (Non-Archives PERM 0 PERM M lr N
and Special Collections)
- = : o |
i
it i = = = — —
Permitted Retention Period Abbreviations Security Status Codes State Recards Center Agency Abbreviations

proval

REGISTRAR

S TR
Date Signed

CCT 19 2323

Date Approved




Records Retention Schedule

Loulsiana State Archives—Records Management
Louisiana Secretary of State
Post Office Box 94125, Baton Rouge, LA 70804

SSARC-032 (00/20)

Agency No

Agency / Division / Section

recm s.a.00v

UNO/ Library Records — Library Patrons (Earl K, Long Library)

Page 58 of 80
Indicate Use of Fom
__ORIGINAL SUBMISSION
_X_RENEWAL
__REPLACEMENT PAGE
__ADDENDUM PAGE

R

308,

ACT = Until end of FY in which returned and any fees

Circulation Records ACT+1FY ACT+1FY paid in ful.
309 | interlibrary Lean Records ACT +2 FY ACT+2FY {¢ |s [N ACT= Until end of FY in which retumed
3o ACT =Uniil end of FY in which ne longer-enmolled or
= S ; 3 . employed or otherwlse.registered as a valid borrower,
Patron Registration Records. ACT +5 FY ACT+S5FY |€ | S |N or while fines or other financiel obligations are
outstariding.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Perlod (when usad define term.in‘retharks cofumn). 'P = Public Record Use
FY- Fiscal Year (July 1~June 30) M — May Contain Confidential Information | ¥ = Y&S
CY —Calendar Year {Jan 1 —Dec 31) = Confidlential .lnfdrmatig'qrg N -No
AY — Acaderviic Year (Aug 1.-July 31} Archival Processing Codes Vital Record
FFY — Fedecal Fiscal Year (¢t 1 - Sept 30) A ~ Transfer to State Archives ldentification Gode
MO'~Morilhs WK —Weéek  (Mon-Sun) DY - Dayis} R ~ Retain in Agency Archives Ve Vital
PERM — Permanent (Life of State) LOA~ Life of Agency S ~Review by State Archives | = Imporant
NOTE: Please put zin asterisk (*} I the Rernarks sectionforany record | O — Other (Specify in Remarks) U= Useful
series that coptains bom-digital or imaged records. Include brief
‘description of the téchnology. {Ex.:Scanned {o. OnBase). A .

\Db}‘ L3

Date Signed

Secretary bf State, State Archives & Records Services

CCT 19 823

Date Approved




Records Retention Schedule SSARC-932 (08/20)

Loliisiana State Archives—Records Management Page 55 of 80
Louisiana Secretary of State ' ‘ )
Post Office Box 94125, Baton Rouge, LA 70804 recngt@sos.la.gov Indicate Use of Form
[ Agency No ToniE __ORIGINAL SUBMISSION
: _X_RENEWAL
i __REPLACEMENT PAGE
- ADDENDUM PAGE
£ T RentaE
L 2
341 " ) . . T, ACT = Unlil énd of FY in which created or received
Disposition Records ACT +TFY PERM PERM P |R |N V| doc umentation of records disposed of,
312 | Records Inventory ACT+3FY | 0 ACT+3FY [P [§ [N [V | ACT=Unil end of F¥ in which superseded,
313 Records Retention and Disposition Schedule- PERM o PERM p [R IN (v
Permitied Retention Period Abhreviations Seacurity Status Codes S'_:_ale Records Center Agency Abbreviations
ACT —Active Petiod (when used define term in remarks column) P —Public-Record .
FY- Fiscal Year (July.1- Juné 30) M — May.Contain Confidential Informatiors | ¥~ YeS
CY —Calendar Year (Jan 1 - Dec 31) C'— Confidential information N-No
AY —Academic Year tAug 1 —July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Yeat (Oct { — Sept 30). A—Transfer to State Archives. Identification Code
MO —Months WK —Week (Mon-Sun) DY - Day(3) R ~ Retairin.Agency Archives =
PERM — Permanent (Life of State) LOA ~Life of Agency §—Review by Site Archives | = Important
NOTE: Piease-pul an asterisk {*) in the Remarks section for any record | O — Other (Specify in Remarks) U= Useful
series that contains born-digital erimaged reconis. Include brief
description of the technology. (Ex. Scarined io OgBass). A~ _

Ha/@@w&éz‘ \0l2 153 0CT 19 2023

Agenc A oval,__. . Date Signed ecretary gf State, State Archives & Records Services Date Approved
geney AoVl IS TRAR = SiEn tary PP




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State
Post Office Box 94125, Baton Rouge, LA 70804

recmat@sos ja.aov

SSARC-932 {09/20)

Page B0 of 80

Indicate Use of Form

ACT — Active Period {when used define term in remarks column}
FY- Fiscal Year (July 1- June 30}

CY — Calendar Year {Jan 1 — Dec 31)

AY — Academic Year {Aug 1 - July 31}

FFY - Federal Fiscal Year {Oct 1 - Sept 30)

MO - Months WK —Week {Mon-Sun) DY - Day(s}

PERM — Permanent (Life of State} LOA - Life of Agency

NOTE: Please put an asterisk {*) in the Remarks section for any record
series that contains bom-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

P — Public Record

Use

M - May Contain Confidential Information Y-Yes
C - Confidential Information N-No
Archivat Processing Codes Vital Record
A — Transfer to State Archives identification Code
R — Retain in Agency Archives V= Vital
S - Review by State Archives = important
U= Useful

() — Cther {Specify in Remarks})

/} F i

Agency No | Agency / Division / Section . __ORIGINAL SUBMISSION
079.000 | UNO/ President’s Records — Policy and Regulatory Compliance Records, including _X_RENEWAL
| NCAA (Office of the President, formeriy Office of the Chancellor) £ __REPLACEMENT PAGE
| [+
item Retention Period > | @ . ADDENDUM PAGE
Number Records Series Title -
| in OFfi In Total 31 5| 28 ® Remarks
| n iee Storage Retention % E (‘I)‘ (3 5
314 | ACT = Until end of FY in which Publicalion/release of
| final audit findings or final resolution. Audits and
Audits / Compliance ACT+5FY 0 ACT +5FY C {8 |N V | compliance reviews performed by or on behalf of an
agency, including supporling workpapers. Alse
includes auditsireviews performed on the university.
315 Committee Oversight ACT +4 FY o AcT+4FY IM |s [N |1 | ACT =untiend of FY in which created or received.
316 Parinerships ACT +3 FY 0 ACT + 3 EY M |s N | gr?dz = Until and of FY in which Duration of Partnership
n University Policy PERM 0 PERM p |r IN |v
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations

b

‘ligan:l pprc al

Daie Signed

IENEN

0CT 18 2023

Secretarylif State, State Archives & Records Services

Date Approved




Records Retention Schedule SSARC-032 (08/20)

Lou!s!ana State Archives—Records Management Page 61 of 80
L ouisiana Secretary of State
Post Office Box 94125, Baton Rouge, LA 70804 recmgt@@sos Ja.gov Indicate Use of Form
FAgency No | Agency / Division / Section _ ORIGINAL SUBMISSION
079.000 | UNO/ President's Records - Policy and Regulatory Compliance Records, including X_RENEWAL
NCAA — NCAA {Office of the President, formerly IOffiCE of the Chancellor) .‘E _ REPLACEMENT PAGE
| ]
tem | Retention Period o __ADDENDUM PAGE
Number Records Series Title ' 1 EF| 3 eyl S """
In Total 31 E! 28l ® Remarks
In Office ] g | | & =
Storage Retention Bl < vno 5>
231 ACT = Until end of current FY or after resolution of all
i official actions, whichever occurs later. Files contain
Game Reports ACT +3FY 0 ACT +3FY . = L P ticket order forms, complimentary ticket lists, will call
tickel lists, bicket reports, elc.
319 ACT = Until and of FY in which departure date of
: student athlete accurs. Files include efigibility,
NCAA Compliance Records ACT+5FY 0 ACT +5FY & S 3 ! compliance, squad rosters, drug test consent forms,
recruitment files, etc.
320 Files include team photographs, publicity stills, tapes of
Photographs, Video Recordings, and Film PERM 0 PERM p R N V | games, highlights of games, efc. Some malerials are
originals, other are edited productions,
3 S Media guides, programs, game schedulgs, posters,
Publications PERM 0 35t - 5 L v and other publications produced by the office.
322 | ACT = Untit end of current FY or after resclution of all
official actions, whichever occurs later. Records of alt
Sales Reports ACT +3FY 0 ACT +3FY P 3 N t | sales activilies relaled to an alhletic event: lickels,
concessions, novelties, elc. Master copy: Accounting
services — Bursar.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P — Public Record Ll
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information S NCAA - National Collegiate Athletic Association
CY - Calendar Year (Jan 1 - Dec 31) C - Confidential Information Bl
AY — Academic Year (Aug 1 - July 31} Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A - Transfer to State Archives Identification Code
MO — Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM -~ Permanent (Life of State) LOA - Life of Agency S — Review by State Archives i = Important
NOTE: Please put an asterisk (*) in the Remarks section for any record O — Other (Specify in Remarks) U= Useful
series thal contains born-digital or imaged records. include brief
descriplion of the technology. (Ex. Scanned to OnBase). ya) 4
1 nr { nna
, NEE: CCT 19 2323
Agency App) Date Signed ecrefary of State, State Archives & Records Services Date Approved

REGISTRAR



Records Retention Schedule

i ouisiana State Archives—Records Management
Louisiana Secretary of State
Post Office Box 94125, Baton Rouge, LA 70804

recmgi@sos.la.qov

SSARC-932 {09/20)

Page 62 of 80
indicate Use of Form

e

Agency “"‘P""’ﬁEGtSTRAR

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNC/President’s Records - Policy and Regulatery Compliance Records, including X _RENEWAL
| NCAA — NCAA (Office of the President, formerly Office of the Chancellor) g __REPLACEMENT PAGE
<
tem Retention Period - g __ADDENDUM PAGE
Number Records Series Title Total ;E_’ 3 % 5 . - k
ota £ | € = emarks
in Office ) 2| e 85 &
Storage Retention wig<]| ol >
323 Files may contain score reports, publicity materials,
Sport Files PERM 0 PERM P R N V | photographs, team information and other related
raconds,
324 ACT = Until end of current FY or after resclution of all
Ticket Orders ACT + 3 FY o ACT +3FY P s N i | official actions, whoever accurs later, Annual ticket
order forms/sales.
Permitted Retention Perioﬁbhreviations Security Status Codes State Records Center Agency Abbreviations ]
ACT — Active Period (when used define term in remarks column} P — Public Regord Use
FY- Fiscal Year (July 1- June 30) M — May Contain Canfidential Information | ¥~ €8
CY - Calendar Year (Jan 1 — Dec 31) C - Confidential Information N-No
AY - Academic Year (Aug 1 ~ July 31) Archival Processing Codes Vital Record
FEY = Federal Fiscal Year {Oct 1 — Sept 30) A — Transfer 1o State Archives identification Code
MO - Months WK —Week (Mon-Sun) DY - Day(s} R - Retain in Agency Archives V= Vital
PERM — Permanent (Life of State) LOA - Lite of Agency S —~ Review by State Archives I = imporiant
NOTE: Please put an asterisk (*} in the Remarks section for any record G — Other (Specify in Remarks) U= Useful
series that contains born-digitat or imaged records. Inciude brief
description of the technology. {Ex. Scanned to QnBase). /)

|

Date Signed

cretary ¢ State, State Archives & Records Services

0CT 18 2523

Date Approved




Louisiana State Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

SSARC-832 (09/20)

Page 63 of 80

indicate Use of Form

Post Cffice Box 94125, Baton Rouge, LA 70504 B gtidsos.la.gov
Agency No | Agency / Division / Section __CORIGINAL SUBMISSION
079.000 | UNO/Student Academic Records — Curricutum (Office of the Registrar) X RENEWAL
o
T '?5 __REPLACEMENT PAGE
Item i Retention Period w !l & ADDENDUM PAGE
Number Records Series Title ! £ ¥ ® = =
) In Total 21 51 2¢| B Remarks
In Qffice X o ¢} fal =
Storage Retention n | <] B0 >

325 Class Scheduling Records PERM 0 PERM P R N v

326 Course Request Records ACT PERM PERM P [R |N v oig:]; é’ TGN AL JE R L L K

sat Educational Catalog Records ACT PERM PERM P |R [N | | ACT= Untilendof AYinwhich supersedsd or

328 Program Curriculum Records ACT PERM PERM P {R | N |V | ACT=Untilend of AY in which superseded or absolete
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period {when used define term in remarks column) P — Public Record L
FY- Fiscal Year (July 1- June 30) M - May Contain Canfidential Information | ¥ ~ Y&S
CY - Calendar Year (Jan 1 - Dec 31) C ~ Confidential Informatien Wl
AY — Academic Year {Aug 1 —July 31} Archival Processing Codes Vital Record
FFY - Federal Fiscal Year {Oct 1 — Sept 30) A - Transfer to State Archivas Identification Code
MO - Manths WK —Week (Man-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM — Permanent (Life of State) LOA - Life of Agency S — Review by State Archives | = Important
NOTE: Flease put an asterisk (7) in the Remarks section for any record | O - Other (Specify in Remarks) U= Useful
series that contains born-digital or imaged records. Include brief
description of the techno!ogy (Ex. Scanned to ppBase). v - e

Agency Approvgy EGISTRAR

1
i y. "y

Date Signed

State, State Archives & Records Services

QCT 19 20283

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 (09/20)

Page 64 of 80

Post Office Box 54125, Baton Rouge, LA 70804 . recmgt@sos.la.gov Indicale Use of Form

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION

079.000 | UNO/ Student Academic Records — General Student Records (Office of the Registrar) - _X_RENEWAL

' '.'g __REPLACEMENT PAGE
item Retention Period >l w8 ___ADDENDUM PAGE
Number Records Series Title g 5y
In Offi n Total 2| 51 % E E Remarks
AUMCE | storage | Retention & | <| ®d| S
= Academic Honors PERM 0 PERM P IR [N fVv
330 Academic Records — Graduate PERM 0 PERM ¢ |R |N v
28 Academic Records — Undergraduate PERM 0 PERM C |R |N v
332 Admission Applications (University) PERM 0 PERM lod R N v
333 Admissicn Exception Forms {UGRD} PERM 0 PERM C |R |N v
————— —
334 Change to Undergraduate Degree Status Form PERM 0 PERM c |R |N v
335 College Connection Contracts (UGRD) PERM 0 PERM C |R IN \
336 Commencement Documentation (includes lists of
graduales) PERM 0 PERM P R N A

337 General Credential or Cooperative File ACT +6 FY 0 ACT+6FY |M |8 | N | v | ACT = Untilend of FY in which no longer enrolied.
338 Grade Report Forms PERM Q PERM c R N Vv

Permitted Retention Period Abbreviations

Security Status Codes

State Records Center

ACT - Active Period {(when used define term in remarks column) P - Public Record LD

FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ ~ Yes

CY —Calendar Year (Jan 1 - Dec 31) C - Confidential Information LISh

AY = Academic Year (Aug 1 —July 31) Archival Processing Codes Vital Record

FFY — Federal Fiscal Year (Oct 1 - Sept 30) A — Transfer to State Archives L ST
MO —Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V=Vital

PERM — Permanent (Life of State} LOA — Life of Agency S — Review by State Archives UEilte el
NOTE: Please put an asterisk {*) in the Remarks section for any record 0O — Other (Specify in Remarks) SR

series that contains born-digilat or imaged records. Include brief

description of the lechnology. (Ex. Scanned to OnBase). ya 7

Fano Discegfle

Agency RppoREGISTRAR

Date Signed

Secretary

/)

A 0 4
;’ State, State Archives & Records Services

Y

Agency Abbreviations

UGRD - Undergraduate Student{s}

0T 16 203

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 {09/20)

Page 65 of 80

Indicate Use of Form

Post Office Box 84125, Baton Rouge, LA 70804 recmati@sos.la.qov
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Student Academic Records — General Student Records (Office of the Registrar) X_RENEWAL
o
g _ _REPLACEMENT PAGE
ftem Retention Period =] & ADDENDUM PAGE
Number Records Series Title £ Fl ey =
In Total 3| 5| 2| = Remarks
In Office a | 2| Ba =
Storage Retention w | < 00 5

= Law Enforcement/Firefighter Fee Exemption PERM 0 PERM cC |R |N v

340 National Student Clearinghouse PERM 0 PERM c |r [N v

& Re-eniry Appeals PERM 0 PERM c IR IN v

342 Release of Information (FERPA} PERM 0 PERM C |R {N v

343 Residency Applications PERM 0 PERM c R N \

344 Standardized Test Scores PERM o PERM C {R |N v

345 Statement of Financial Support (Intemational PERM 0 PERM c Ir In v

Students) S

346 Student Athletic Certification PERM 0 PERM c |[R [N |V

347 Student Transcrpt Evaluations PERM 1} PERM 9] R N Y

348 ‘ ACT = Until end of CY in which graduation or no longer

Veterans Files ACT +10CY 1] ACT+10CY M |S N v altending ciass. o
" Permitted Retention Period Abbreviations Security Status Codes State Recorids Center Agency Abbreviations
| ACT ~ Active Period (when used define term in remarks column) P - Public Record Use

Y- Fiscal Year (July 1- June 30} M — May Contain Confidential Information Y -Yes FERPA - Family Educational Rights and Privacy
CY — Calendar Year {Jan 1 - Dec 31} C — Confidentiai information LS Act
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes | Vital Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A — Transfer o State Archives | \dentification Code
MO —Months WK — Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vilal
PERM —Permanent {Life of State) LOA — Life of Agency S — Review by State Archives I = Important
NOTE: Piease put an asterisk (*) in the Remarks section for any record | O — Other (Specify in Remarks) U= Useful
series that contains born-digital or imaged records. inciude brief
description of the techaclogy. (Ex. Scanned to OnBase). o~ . -

Agency %mvaﬁ 4

EGISTRAR

DEIE

CCT 19 2023

Date Signed

‘of State, State Archives & Records Services

Date Approved




Louisiana State Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

SSARC-932 (09/20)

f_a_g_e 66 of 80

Post Office Box 94125, Baten Rouge, LA70804 =~~~ - recmatidsos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/Research and Sponsored Programs Records (Office of Research and Sponsored _X_RENEWAL
= Programs) £ _ REPLACEMENT PAGE
<
Item Retention Period > 5| 2 .ADDENDUM PAGE
Number Records Series Title £ 8l 2y
@
In Total 31 5] 28 35 Remarks
In Office X 2 S| Bg =
Storage Retention w | <| WO >
349 . ACT = Until end of FY in which award expires or until
ORSP Awarded Research Files ACT+1FY 2FY ACT +3 FY P {8 |N Vo udit o ltigatian is resolved, whoever is longer.
349a ACT = Until end of FY covered Intemat and campus
ORSP Office Budgets ACT+5FY 0 ACT +5FY P {8 [N V | finded bu dget.
350 . ) ACT = Until end of FY in which
ORSP Pending Proposal Files ACT + 2 FY ] ACT +2FY P |8 [N V| awardedir ejectediracaived.
351 ACT = Until end of FY in which created or received.
ORSP Personnel Activity Reporis ACT + 11 AY 0 ACT + 11 AY P |5 |N U | Certification of percent effort charged to federal/pass
through awards.
3512 | ORSP Personnel Files (Deparimental copy) ACT +1FY o ACT+1FY |¢ |s |N ACT = Until end of FY supervision ends.
352 ACT = Until end of FY in which crealed or received.
ORSP Quarterly Reporis ACT +5FY 0 ACT+5FY P S N v Quarlesly funding reports.
353 ORSP Rejected Proposal Files ACT +1FY 2FY ACT+5FY |P |8 | N | U | ACT=Untiend of FY in which rejected.,
354 . ACT = Untit end of FY in which Life of Contract expires.
ORSP Subcontract Files ACT +1FY 2FY ACT + 3FY P |s |N V | See Awarded Research Files (tem 349)

Permiftted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period {when used define term in remarks coluran} P - Public Record =
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ ~ YeS ORSP - Office of Research and Sponsored
CY - Calendar Year (Jan 1 —Dec 31) C — Confidential Information N-No Programs.
AY — Academic Year (Aug 1 — July 31) Archivat Processing Codes Vital Record
FFY — Federat Fiscal Year (Oct 1 -~ Sept 30) A — Transfer to Stale Archives identification Code
MO —Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives b
PERM - Permanent {Life of State) LOA — Life of Agency S — Review by State Archives I = important
NOTE: Please put an asterisk (") in the Remarks section for any record O - Other (Specify in Remarks) U= Useful
series that contains born-digital or imaged records. include brief
\_scnpuon of the technology. (Ex. Scanned 19, OnBase). ya P

hano'Divcegin.

Agency AppﬂREGlSTRAR

o152

Date Signed

'State, State Archives & Records Services

CCT 19 2823

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSA@&Q&E_(OEIZO)
'Page 67 of 80

_Post Cifice Box 24125, Baton Rouge, LA 70804 recmati@sos.la.gov Indicale Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Student Health Records — Counseling Services (Division of Student Affairs} _X_RENEWAL
L
e 'g _ REPLACEMENT PAGE
ftem I Retention Period > T | 8 __ADDENDUM PAGE
Number Records Series Title T 2l Xy
n Offi In Total 3| 5| £ B Remarks
n Utice Storage Retention w| €| ad| 5
355 Appointmert Books — Counseling Services ACT + 2 FY 0 ACT +2 FY C 5] N ACT = Until end of FY in which created or received
356 Client / Program Feedback ACT +2 FY 0 ACT+2FY |M |s [N ACT = Unlil end of FY in which created or received
| asy . ACT = Until end of FY in which client is no longer
Client Forms ACT+10FY | © ACT+10FY | C |8 I N |V | o cean,
358 - ACT = Until end of FY in which Period of Internship
Intern Files SR & SRRy . § = ends. Accepled interns' application/permanent files.
359 Cutreach Records ACT + 2 FY 0 ACT +2FY M |8 N ACT = Until end of FY in which created or received.
360 Workshop Binders PERM 0 | PERM P |R {N |V | Historical record of workshop services.
- o |
= i
|
- i

| Permitted Retention Period Abbreviations
| ACT - Active Period (when used define term in remarks column)
: FY- Fiscal Year (July 1- June 30)

CY —Calendar Year (Jan 1 - Dec 31)

AY - Academic Year (Aug 1 —July 31)

FFY -~ Federal Fiscal Year {Oct 1 — Sept 30)

MO — Months WIK —Week {Mon-Sun) DY - Day(s)

PERM — Permanent (Life of State) LOA - Life of Agency

NQTE: Please pul an asterisk {*} in the Remarks section for any record
series that contains bom-digitat or imaged records. Include bnef

Security Status Codes
P — Public Record

C — Confidential Information

M — May Contain Confidential Information

State Records Center

Use
Y ~Yes
N~ No

Archival Processing Codes

A —Transfer to State Archives
R - Retain in Agency Archives
S — Review by Stale Archives
O — Other {Specify in Remarks)

Vital Record

identification Code

V= Vital
| = Important
U= Useful

Agency Abbreviations

description of the technology. (Ex. Scanned to OnBase).

»
Date Signed

CCT 19 2023

f State, State Archives & Records Services

Date Approved




Louisiana State Archives—Records Management
touisiana Secretary of State

Records Retention Schedule

SSARC-832 (09/20)

Page 68 of 80

Indicate Use of Form

Post Office Box 94125, Baion Rouge, LA 70804 recmalifiisos.la.qov
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Student Health Records — Disability Services (Division of Student Affairs) " _X RENEWAL
i T 'g __REPLACEMENT PAGE
e - Retention Period | 51 8 __ADDENDUM PAGE
Number Records Series Title - £l 5l ey
In Total Bl 5 ﬁ *5‘ T Remarks
In Office | Storage | Retention | & | €| 85| §
361 Accommodative Testing Forms ACT + 7 FY o ACT + 7 FY c |s |N Vv :ﬁ'{l}'"zé{nlil end of FY in which student is no longer
362 Disabifity Documentation ACT +7 FY 0 ACT + TFY c ls |N v :g‘ol'l;:fnlil end of FY in which student is no longer
363 Student Accommodation Agreements ACT +7FY 0 ACT+7FY |[Cc |S |N v MU LTI G AR AL R el L g

anrolled.

Permitted Re!enti-t;n Period Abhreviati;:ns
ACT - Active Period (when used define term in remarks column}
FY- Fiscal Year (July 1- June 30)

CY ~ Calendar Year (Jan 1 - Dec 31)

AY - Academic Year {Aug 1 — July 31)

FFY — Federal Fiscal Year {Oct 1 — Sept 30)

MO —Months WK —Week (Mon-Sun) DY - Day(s)

PERM - Permanent (Life of State) LOA - Life of Agency

NOTE; Please put an asterisk {*} in the Remarks section for any record

series that contains born-digital or imaged records. Include brief
description of the technology. J&x. Scanned !opyaase).

Security Status Codes

P — Public Record

M — May Contain Confidential Information
C - Confidential Information

State Records Center

Use
Y ~-Yes
N-No

Archivat Processing Codes
A — Transfer to State Archives
R — Retain in Agency Archives
S - Review by State Archives
O - Other (Specify in Remarks)

Vital Record

|dentification Code

V= Vital
I = important
U= Useful

Agency Abbreviations

Fon Discagfhe

Agency Af)provﬁ EGISTRAR

Date Signed

CCT 19 2023

Date Approved



Louisiana State Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

SSARC-932 (09/20)

Page 63 of 80

Indicate Use of Farm

Post Office Box 94125, Baton Rouge, LA 70804 recmatiiscs.la.qgov
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/Student Health Records — Disability Services {Division of Student Affairs) R _X_RENEWAL
"g. _ REPLACEMENT PAGE
ltem Retention Period = | 8 ADDENDUM PAGE
Number Records Series Title 23| e, —
in Offi In Total 3 5| €5 Remarks
noMCe | Storage | Retention | © | €| BO| 5
364 Appointment Books — Student Health Services AGT +1FY 0 ACT+1FY |c |s |N ACT = Until end of FY in which crealed or received,
365 Daily Sign-in Sheet ACT+3FY 0 Act+3FY C |sS |N [V |ACT= Untiend of FY in which envolied
366 Flu Vaccine Consent Forms ACT+1FFY | 0 Act+1FFY |c |s [w ACT = Until end of FFY in which created or received.
367 In-House Laboratory Slips ACT 0 ACT c s N Y g%;:—elintil end of 1 semester in which created or
368 Log Book for Lab Tests ACT +2FY 0 ACT+2FY |C |s |N ACT = Uniil end of FY in which created or received.
369 ; ACT = Unlil end of FY in which no longer actively
Medical Records ACT+5FY 5FY ACT+10FY c S N v ulifizing health services,
370 Outreach Program Sign-In ACT +3FY 0 ACT+3FY [P [S |N | U | ACT = Untilend of FY in which created or recaived,
371 Student Immunization Records ACT + 3 FY 0 ACT+3FY |M [s [N :‘fr;,: é‘_mm end of FY in which student no longer

Permitted Retention Pericd Abbreviations

ACT — Active Period (when used define tarm in remarks column)

FY- Fiscal Year {July 1- June 30)

CY — Calendar Year (Jan 1 — Dec 31)
AY - Academic Year (Aug 1 — July 31)
FFY — Federai Fiscal Year {Oct 1 — Sept 30)

MO — Months WK —~Week (Mon-Sunj DY - Day(s}
PERM - Permanent (Life of State)

LOA — Life of Agency

Security Status Codes

C — Confidential Information

P — Public Record e
. . . Y —Yes
M — May Contain Confidential Information
N -No

State Records Center

Archival Processing Codes
A — Transfer to State Archives

Vitat Record
Identification Code

R - Retain in Agency Archives V= Vital
§ — Review by State Archives 1 = important
U= Useful

NQOTE: Please put an asterisk {*) in the Remarks section for any record

series that contains bom-digital or imaged records. include brief

description of the lechnology. (Ex. Scanned g

Base).

O - Other {Specify in Remarks}

’@wc@m

Agency ;}-)provBEGISTRAR

R s
Date Signed

State, State Archives & Records Services

Agency Abbreviations

©0CT 19 36023

Date Approved




Lousiana State Archives—Records Management
Louisiana Secretary of State
Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

recmgtisos.la.gov
|

S8ARC-932 {09/20)

Page 70 of 80

Indicate Use of Form

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Student Health Records ~ Student Health Services — Pharmacy (Division of _X RENEWAL
Student Affairs) 8 __REPLACEMENT PAGE
G
ftem . Retention Period 25| 8 __ ADDENDUM PAGE
Number Records Serles Title — £ 2 =
In Total | €} 2¢ s Remarks
In Office s @ b 8 a =
torage Retention w | <] WO >
372 . - " ACT = Untit end of FY¥ in which created or recelved
Daily Log of Prescriptions Filted ACT +3FY 0 ACT+3FY C |8 [N V| Retention pariod complies with Board of Pharmacy law
373 Pharmacy Inventory Records ACT +3FY 0 ACT+3FY | P |s | N |V | ACT=Untitend of FY in which created or received.
374 . ACT = Unlil end of FY in which created or received.
Prescriptions ACT +3FY 0 ACT+3FY 1C |S N V' | Retention period complies with Board of Pharmacy law
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations -
ACT — Aclive Period (when used define term in remarks columin) P — Public Record UL
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Informalion Y ~Yes
CY ~ Calendar Year (Jan 1 ~ Dec 31) C - Confidential Information ISl
AY -~ Academic Year (Aug 1 —July 31} Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30} A - Transfer to State Archives LU
MO — Months WK -~ Week (Mon-Sun) OY - Day(s) R = Retain in Agency Archives V=Vital
PERM - Permanent {Life of State) LOA - Life of Agency S — Review by State Archives }= imporiant
NOTE: Please put an asterisk (") in the Remarks section for any record O — Other {Specify in Remarks) U= Useful
series thal contains born-digitai or imaged records. include brief
description of ' ihe technology.-t#x. Scanned Base). /]

) W@wag

Agency ApprovREGIS TRAR

Date Signed Secreta

0C7 18 2023

State, State Archives & Records Services

Date Approved



Loulisiana State Archives—Records Management

Louisiana Secretary of State

Records Retention Schedulie

SSARC-932 (09/20)

Page 71 of 80

Indicate Use of Form

Post Oifice Box 94125, Balon Rouge, LA 70804 Ja.aov
Agency No | Agency / Division / Section ___ORIGINAL SUBMISSION
079.000 | UNO/Student Judicial Records (Division of Student Affairs) R f _X _RENEWAL
'g __REPLACEMENT PAGE
ltem L Retention Period >l 5| 8 __ADDENDUM PAGE
Number Records Serias Titls #1 S| 2y
In Total 3 E| 88 = Remarks
InOffice | giorage | Retention | & | < adl
a7s Judicial Complaint File PERM o PERM & R N \
376 Student Assistance File PERM 0 PERM C R N v
_ |
Parmitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations _i
ACT — Aclive Period {when used define term in remarks column) P — Public Record U |
FY- Fiscal Year (July 1- June 30) M - May Contain Confidential Information = |
CY - Calendar Year (Jan 1 - Dec 31) ¢ — Confidential Information Wab
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 — Sept 30) A — Transfer to Siate Archives Identification Code
MO - Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vilal
PERM ~ Permanent {Life of State) LOA = Life of Agency S — Review by State Archives L"= L’“P;"’:a’“
= Jselu

NOTE: Please put an asterisk {*} in the Rernarks section for any record

series lhat contains born-digital or imaged records. Include brief

| description of the technology. {Ex. Scanned to age).

O ~ Other (Specify in Remarks)

ya

Koo Divcagie

Agency Abprovel e GISTRAR

Date Signed

iNEIEE

i

ecrela

fTState, State Archives & Records Services

CCT 19 7023

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 {09/20)

Page 72 of 80

Post Office Box 94125, Baton Rouge, LA 70804 - recmat@scs.la.gov indicate Use of Form
] Agency No | Agency / Division / Section ___ORIGINAL SUBMISSION
079.000 | UNO/UNO Children’s Center {Division of Student Affairs) {Closed permanently in 2013) X_RENEWAL
L]
- — N g __REPLACEMENT PAGE
Item Retention Period =1 & ADDENDUM PAGE
Number Records Series Title Total £ g q: o = = k
| ota Tl 2 22 = emarks
In Office L g £ 85 B
Storage Retention wil Q) Bho >
377 ACT = Until end of CY in which Center's Licensure
ends. Inspection Reports, diaper charts, menus,
Center Operations Records ACT+3CY v} ACT+3CY C s N V | attendance sheets, policies and procedures, daily
observation of children, visual check of center, visitor
| {og, etc.
378 : . ACT = Until end of CY in which discharged from Center
Child Care Assistance Program Forms ACT+3CY 0 ACT +3CY cC |8 |N V | Attendance Long.
379 ACT = Until end of CY in which discharged from
Children's Records ACT+3CY 0 ACT+3CY C k] N V | Center. Enrallment form, health form, CACFP form,
daily sign-in sheels.
380 ACT = Until end of CY in which termination of
H employment occurs. Conlinuing Education Hours,
Personnel Compiiance Records ACT+8CY | 0 ACT#5CY | C 18 N |V | ~ifinal Record Check, CPR and Pediatric First Aid
Certification, daily sign-in sheats,
Permitted Retention Period Abbreviations Security Status Codes State Records Center A-gency Abbreviations
ACT - Active Period {when used define term in remarks column) P - Public Record .
FY- Fiscal Year (July 1- June 30) M - May Contain Confidential Information | ¥ ~ Y&$ CACFP - Child and Adult Care Food Program
CY — Calendar Year (Jan 1 — Dec 31} C — Confidential Information N -No CPR - Cardiopulmonary Resuscitation
AY — Academic Year (Aug 1 — July 31} Archival Processing Codes Vital Record UNO - University of New Orleans
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A — Transfer to Slate Archives identification Code
MO ~Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM — Permanent (Life of State) LOA — Life of Agency S - Review by State Archives I= important
NOTE: Please put an asterisk {*) in the Remarks section for any record O — Other {Specify in Remarks) U= Useful
series that contains bom-digital or imaged records. Includa brief
. description of the technology. {(Ex, Scanned to On_Base). ya' =

. 2.
Agency AW QU wag‘u’

REGISTRAR

i

Date Signed

tate Archives & Records Services

CCT 19 2843

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SBARC-932 (09/20)

Page 73_ of__ 8_0

Post Office Box 84125, Balon Rouge, LA 70804 recmgti@lsos.la. Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Student Financial Aid Records — Fiscal Records (Office of Financial Aid) X_RENEWAL
L)
A e — I S "g __REPLACEMENT PAGE
ltem o Retention Period >l = & ADDENDUM PAGE
Number Records Series Title e £ 8 n: 5 == = ;
ota 3 =1 €8l 5 emarks
In Office In 8| ¢! 85 2
Storage Retention @d | A HO] B
381 ACT = Untit end of AY in which student is no longer
EFT Rosters ACT +6AY G ACT + 10 AY > = i v enrolled. Records are maintained by Record Max.
— Paper Checks Binders; Return to Lender ACT + 5AY 0 ACT+5AY |[C |s [N U ;1?;'“: dUntii C SO T IS
383 Paper Checks; Record of Checks received from - ACT = Until end of AY in which student is no longer
jenders ACT+5AY 0 ACT+5AY Cc S N u enrolled.
384 I ACT = Until end of AY in which student is no longer
Peli Reconciliation Fees ACT + 10 AY 1AY ACT + 11 AY c |8 N s envolled. Records are maintained by Record Max,
385 . ACT = Unlil end of AY in which crealed or received.
Wire Transfer Requests ACT + 10 AY 0 ACT + 10 AY C |S [N V' | Records are maintained by Record Max.
?ermitted Retention Periad Abbreviations Security Status Codes State Records Center Agency Abbrevlati;;‘l:" o B ]
ACT — Active Period (when used define term in remarks column) P — Public Record B
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential information Y - Yes EFT - Electronic Funds Transfer
CY — Calendar Year {Jan 1 - Dec 31) C - Confidential |nforma||on WSLY
AY — Academic Year {Aug 1 — July 31) Archival Processmg Codes Vita Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30) A — Transfer to State Archives S
MO —Months WK -Week (Mon-Sun) DY - Day(s} R — Retain in Agency Archives V= Vital
PERM — Permanent (Life of State) LOA — Life of Agency S - Review by State Archives I= Important
NOTE: Please put an asterisk ("} in the Remarks section for any record | G - Other (Specify in Remarks) U= Useful
series that contains bom-digital or Imaged records. Include brief
descnptlon of the technology {Ex. Scanned to ase), o

Waoro ‘Divcespe

Agency Ap&ﬁovalREGlSTRAR

Date Signed

ecretary gtate State Archives & Records Services

Alo—

CCT 19 2023

Date Approved




Records Retention Schedule

Louisiana State Archives~—Records Management
L ouisiana Secretary of State

SSARC-932 (09/20)

Page 74 of 80

Post Office Box 94125, Baton Rouge, LA 70804 recmatisos.la.gov Indicate Use of Form
Egency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/Student Financial Aid Records — General and Counseling Records (Qffice of X_RENEWAL
Financial Aid) B __REPLACEMENT PAGE
Q
item o Retention Period >l 51 8 —ADDENDUM PAGE
Number Records Series Title gl 8]l ey
In OFfi tn Total 2| 5| €€ B Remarks
n ice Storage Retention g E b g 5
386 Awarding Process PERM 0 PERM P |lr [N |v
387 Executive Programs — Financial Aid Files ACT +5AY ) ACT+5AY |C |S |N | U | ACT=Untlendof AY in which created or received
388 Federal Student Aid Handbooks ACT +5AY 0 ACT+5aY [P |S [N [U | ACT= Uniiend of AY in which created or recaived
389 Financial Aid Deferment Forms {Completed) ACT + 3 AY 0 ACT+3AY [ C |8 |N U | ACT = Untilend of AY in which created or received
390 Financial Aid Documents (Forms & Process) PERM 0 PERM P |[R N v
391 Financial Aid Workshop Training Manuals ACT+5AY | 0 ACT+5AY | P [S [N | U | ACT = Untilend of AY in which superseded
392 Policy and Procedure Manual/Process PERM a PERM P R N \'
393 Student Information ACT +7 AY 0 ACT+7AY [P |s | N | U | ACT =Untiend of AY in which no longer enrolied
394 Study Abroad Application/Documents ACT+5AY 0 ACT + 5 AY C S | U | ACT = Untitend of AY in which created or received
Permitted Retention Period Abbreviations i Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period {when used define term in remarks columin) P - Public Record U
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information Y -Yes
CY ~ Calendar Year {Jan 1 — Dec 31) C - Cenfidential information AELD
AY — Academic Year {Aug 1 — July 31} Archival Processing Codes Vitai Record
1) .
| FFY —Federal Fiscal Year (Oct 1 — Sept 30) A — Transfer o State Archives Identification Code
MO —Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives it
PERM - Permanent (Life of State) LOA - Life of Agency S — Review by State Archives | = Imporiant
NOTE: Please put an asterisk (*) in the Remarks section for any record © — Other (Specify in Rerarks) U= Useful
series that contains born-digital or imaged records. Include brief
description of the technolegy. (Ex. Scanned to /) P - _

D323
Agency Aprro\’aREGISTRAR Date Signed

CCT 15 2823

Secretary[gf State, State Archives & Records Services Date Approved




Louisiana State Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

SSARC-932 (09/20)

Page 75 of 80

Past Office Box 94125, Baton Rouge, LA 70804 recmgtsos.la.qov Indicate Use of Form
| Agency No | Agency / Division / Section __ORIGINAL SUBMISSION

079.000 | UNO/ Student Financial Aid Records - General Records {Office of Financial Aid) N _X_RENEWAL

— - g _ REPLACEMENT PAGE

. ’ o
. N:;?er Records Series Titia Retention Period zlg|é . __ADDENDUM PAGE
tn Total 2| €1 € Remarks
In Office Storage Retention ] g a8 5

395 Federal Guidelines AGT+10AY | 0 PERM P |R | N |V [ ACT=Unfi end of AY in which created or received

396 Financial Aid Policies and Procedure Manuals ACT+10AY | © PERM P |R | N |V | ACT=untiend of AY in which supersedsd

397 FISAP Reporis ACT + 5 AY o ACT+5AY [C |S IN |V | ACT=uUniilend of AY in which created or received
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbhreviations o
ACT — Active Period (when used define term in remarks column) P — Public Record —
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information Y ~Yes FISAP - Fiscal Operations Report and Application
CY -~ Calendar Year (Jan 1 — Dec 31) C — Confidential Informaticn LElY
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A — Transfer to State Archives identification Code
MO —Months WK - Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives L
PERM - Permanent {Life of State) LOA — Life of Agency S — Review by State Archives 1= Important
NOTE: Flease put an asterisk () in the Remarks section for any record | O — Other {Specify in Remarks) U= Useful
series that contains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanneq_lo OaBase). — B -

oo Disifle

Agency ApprovaREG ISTRAR

o|3[23

Date Signed

CCT 19 2923

tate Archives & Records Services

Date Approved




Records Retention Schedule

Louisiana State Archives--Records Management
Louisiana Secrelary of Slate

SSARC-932 (00/20)

Page 76 of 80

Indicate Use of Form

Post Office Box 94125, Baton Rouge, LA 70804 recmoti@isos.la.gov
Agency No | Agency f Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/! Student Financial Ald Records ~ Loan Unit {Office of Financial Aid) X_RENEWAL
("]
'.g __REPLACEMENT PAGE
item Retention Period 5| & ADDENDUM PAGE
Number Records Series Titie 2 2|y =
In Total 2| | 88 = Remarks
Irs Office . o | 2 Be =
Storage Retention n | <] O 5
398 Entrance and Exit Counseling Policy and
Procedure PERM 0 PERM P 34 N v

398 Entrance Interview Required File ACT + 2 AY 0 ACT+2AY [C |s [N |V | ACT=Uniitend of AY in which created or received

400 Exit Interview Nofification ACT + 4 AY 0 ACT+4AY [C |S [N |V | ACT=Unilendof AY in which created or received

401 Lender Default Prevention Documents ACT +4 AY PERM PERM M [ R N V | ACT = Until end of AY in which created or received

402 Retum of Title Four Calculations ACT +4 AY 2AY ACT+6AY |C |S | N |V | ACT = Until end of AY in which created or received
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agen:y_Abbreviations N
ACT — Active Period (when used dsfine term in remarks cotumn) P - Public Record Use
FY- Fiscal Year (July 1- June 30} M — May Contain Confidential Information =
CY - Calendar Year (Jan 1 — Dec 31) € - Confidential Information N-No

| AY — Academic Year (Aug 1 —July 31) Archival Processing Codes Vital Record
| FFY - Federai Fiscal Year (Oct 1 — Sept 30) A — Transfer to State Archives Identification Code

MO - Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM -- Permanent {Life of State} LOA — Life of Agency S — Review by State Archives i = Important
NOTE: Please put an asterisk (*} in the Remarks section for any record | O - Other {Specify in Remarks) U= Uselul
series that contains bom-digital or imaged records. Include brief
description of the technology. (Ex. Scanned lo @fiBase). P

- Bow'Dicegée

Agency A;ii)'rovaiREG!STRAR

i’o('%( g

CET 18 a8

z3

Date Signed

[ State, State Archives & Records Services

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 (09/20})
=

Page 77 of 80

Indicale Use of Form

Post Office Box 94125, Baton Rouge, LA 70804 recmghi@sos.la.gov
L@gency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Student Financial Aid Records — SAP Unit {Office of Financial Aid) _X_RENEWAL
w
g __REPLACEMENT PAGE
item Retention Period = S ADDENDUM PAGE
Number Records Series Title £l 5 =g =
In Offi tn Total §1 5| £€l = Remarks
n ice 3t0fage Retention Gg E ﬁ ’3 ;
403 Satisfactory Academic Progress Appeals ACT + 3 AY 2 AY ACT+5AY c |s N V | ACT = Until end of AY in which settled or dismissed
404 Satisfaciory Academic Progress Policy PERM 0 PERM P IR IN v
405 Satisfactory Academic Progress Reinstatement | ACT +2 AY 0 ACT+2AY [c |S |N |V | ACT=uUniilend of AY in which no fonger enrolled
406 Scholastic Amnesty ACT +2 AY 0 ACT+2AY | C {S [N |V | ACT=Untilend of AY in which no longer enralled

Permitted Retention Period Abbreviations

ACT - Active Period (when used define term in remarks column)
FY- Fiscal Year {(July 1- June 30}

CY — Calendar Year (Jan 1 - Dec 31)

| AY - Academic Year (Aug 1 ~ July 31)

FFY — Federal Fiscal Year (Oct 1 — Sept 30)

MO —Months WK —~Week (Mon-Sun) DY - Day(s}

PERM — Parmanent (Life of State) LOA — Life of Agency

NOTE: Please pul an asterigk {*} in the Remarks section for any record
series that contains born-digital or imaged records. Include brief

Security Status Codes
P — Public Record

State Records Center
Use

Agency Abbraviations

SAP — Satisfactory Academic Progress

O — Other (Specify in Remarks}

M — May Contain Confidential Information | ¥ — Y&8
C ~ Confidential information L
Archival Processing Codes Vital Record
A —Transfer to State Archives identification Code
R — Retain in Agency Archives V= Vital
S -~ Review by State Archives t= Important
U= Useful

I d_escription of the lechnorogy:{E_x___ Scanned to Onfase). . )
B --
101512
Agency Ap(ﬁrovaIREGiSTRAR Date Signed ecreta

CCT 19 2823

f State, State Archives & Records Services

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State
Post Office Box 94125, Baton Rouge, LA 70804

'ecmcg@sos.la.qov

SSARC-932 (09/20)

Page 78 of 80

Indicate Use of Foim

CY — Calendar Year (Jan 1 ~ Dec 31)

AY — Academic Year (Aug 1 —~July 31)

FFY - Federal Fiscal Year (Oct 1 ~ Sept 30}

MO —~ Months WK —Week (Mon-Sun) DY - Day(s)

PERM — Permanent (Life of State) LOA ~ Life of Agency

NOTE: Please put an asterisk {") in the Remarks section for any record
series that contains born-digital or imaged racords. Inciude brief

C - Confidential Information

Archival Processing Codes
A — Transfer 10 State Archives
R — Retain in Agency Archives
S - Review by State Archives
O - Other (Specify in Remarks)

yd

Vital Record
Ideatification Code

V= Vital

| = imporant

U= Useful

T-Agency No | Agency / Division f Section __ORIGINAL SUBMISSION
079.000 | UNO/ Student Financial Aid Records — Scholarship (Office of Financial Aid) - X RENEWAL
e g __REPLACEMENT PAGE
Item Retention Period =| 8 ADDENDUM PAGE
Number Records Series Title £1 3| e, o
n OFi n Total 2| 61 28 ® Remarks
n Uilice Storage Retention bl | b3 S
407 Award Request Forms ACT +4 AY 5AY ACT +9AY c S N V| ACT = Until end of AY In which created or received
408 Community Police ID ACT +4 AY 5AY ACT+9AY | € |S [N |V | ACT=Unttend of AY in which created or recaived
409 Fellowship Request Forms ACT+4 AY 5AY ACT+9AaY |Cc |85 N V | ACT = Unlil end of AY in which created or received
410 Graduate Assistants Forms ACT +4 AY 5AY ACT+8AY o] s N V | ACT = Until end of AY in which created or received
G Greater New Orleans Ralepayer's Applications | ACT+4AY | SAY ACT+9AY [C |8 [N |V | ACT = Untilend of AY in which created or received
412 LEAP/SLEAP Rosters ACT+4AY | S5AY ACT+9AY | C |S [N |V | ACT=Untilend of AY in which created or received
413 National Guard ACT + 4 AY 5AY ACT+9AY {C |S [N |V [ ACT=Unilend of AY in which created or received
414 Scholarship Acceptance/Decline Notices ACT + 4 AY 5AY ACT+9AY [C |8 |N |V |ACT=Unilendof AY in which created or raceived
415 Scholarship Appeals ACT+4AY | SAY ACT+9AY |[C |S |N |V | ACT=uUntlend of AY in which crested or received
p

416 Scholarship Rules and Regulations PERM 0 PERM C |R |N v

Permitted Retention Period Abbreviation;s _ Security Status Codes State Records Center T!\geﬁcy Abbrevia.tions

ACT — Active Period {when used define term in remarks colurnn} P — Public Record —

FY- Fiscal Year (July 1- June 30) M ~ May Contain Confidential information | ¥ — Y$ ID - Identification

N -No

LEAP - Leveraging Educational Assistance
Partnership

SLEAP - Supplemental Leveraging Educational
Assistance Partnership

description of the technology. (Ex. Scanned 1o PBase).

Kara' Divcesy

Agency A[gprovalREGlsTRAR

Date Signed

323

Secretary

CCT 19 523

State, State Archives & Records Services

Date Approved



Louisiana State Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

SSARC-932 (08/20)

Page 79 of 80

_Post Office Box 94125, Baton Rouge, LA 70804 recmgt@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Student Financial Aid Records — Technical (Office of Financial Aid) " X RENEWAL
- - __REPLACEMENT PAGE
ltem Retention Period =1 $ ADDENDUM PAGE
Number Records Series Title *E s & 5 =
In Off In Total H § g =l = Remarks
nUMCE | storage | Retention | & | £ | 88 £
a7 EFT Disbursement Files ACT +5 FY 0 ACT+SFY |C |8 |N |V | ACT=Untiend of £Y in which created or received
413 Federal AID Programs (Pell, ACG, Smart, Teach) | ACT +4 FY 0 ACT+4FY | C |S [N |V | ACT=Untilend of FY in which created or received
419 Federal Direct Loan Records ACT + 5 FY 0 ACT+5FY {C |S [N |V | ACT=untlendof FY in which created or recaived
420 Federal Family Education Loan Program ACT +4 FY 0 ACT+4FY [C |s |N [V | ACT = Untilend of FY in which created or recaived
el Go Grant Program ACT +4 FY 0 ACT +4 FY C |s |N V| ACT = Until end of FY in which created or received
422 ISIR (Student Aid Reports) ACT+5FY | o0 ACT+5FY [C [S |N |V | ACT=Uniilendof FY in which created or received

Permitted Retention Period Abbreviations

FY- Fiscal Year {July 1- June 30)

CY — Calendar Year (Jan 1 — Dec 31)

AY -~ Academic Year (Aug 1 - July 31)

FFY - Federal Fiscal Year (Oct 1 — Sept 30)

ACT — Aclive Period {when used define temm in remarks column}

Security Status Codes

State Records Center

A ~ Transfer to State Archives

P - Public Record e

M ~ May Contain Confidential Information | ¥ ~ Y&S

€ - Confidential information LIS
Archival Processing Codes Vital Record

{dentification Code

MO ~Months WK - Week (Mon-Sun) DY - Day{s) R - Retain in Agency Archives V= Vital
PERM ~ Permanent (Life of State) LOA - Life of Agency $ - Review by State Archives | = Important
NOTE: Please put an asterisk {7) in the Remarks section for any record O - Other {Specify in Remarks) U=Useful
sefies that contains born-digilal or imaged records. Include brief

description of the technology. fEx. Scanned tofObBase). ) A

Agency Abbreviations

EFT - Electronic Funds Transfer
ACG - Academic Competifiveness Grant
ISIR — Institutional Student Information Report

Hora' Dicegs-

AECHC.Y-A;prowREGISTRAR

Date Signed

25

GET 19 2023

ccretary6Of State, State Archives & Records Services

Date Approved




Records Retention Schedule

SSARC-332 (09/20)

Louis.lana State Archives—Records Management Page 80 of 80
Louisiana Secretary of State
Post Office Box 94125, Baton Rouge, LA 70804 cmat@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
079.000 | UNO/ Student Financial Aid Records —~ Work-Study Unit (Office of Financial Aid) _X_RENEWAL
0
-— - }g __REPLACEMENT PAGE
Item Retention Pariod =1 ® ADDENDUM PAGE
Number Records Serles Title 2 5| &, _
in Total 3 5| &g 7 Remarks
In Office @ 2 S & =
Siorage Reatention w4 vl 5

423 Student Employment Records ACT+«70FY | 0 ACT+70FY |M |S | N | v [ ACT=uUntiiend of FY in which created or received

424 Student Employment Reconciling Records ACT +4 FY 2FY ACT+BFY [M |S (N |V | ACT=Untilendof FY in which created or received
Permit.t;d Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period {when used define {erm in remarks column) P — Public Record Use
FY- Fiscal Year (July - June 30) M — May Contain Confidential Information | ¥ — Y5
CY — Calendar Year (Jan 1 - Dec 31) C - Confidential information LU
AY — Academic Year (Aug 1 —July 31) Archival Processing Codes Vital Record
FFY — Federai Fiscal Year (Oct 1 - Sept 30) | A= Transfer lo State Archives dentification Code
MO —Months WK ~ Week (Mon-Sun) DY - Day{s) R - Retain in Agency Archives V= Vital

| PERM — Permanent (Life of State) LOA — Life of Agency S — Review by Stale Archives | = tmportant

NOTE: Please put an asterisk (*} in the Remarks section for any record O — Other (Specify in Remarks) U= Usefui
series that contains born-digital or imaged records. Include brief

description of the technology. (Ex. Scanﬁ OnBase).

|
(N3 {ol‘%

Agency AppREGISTRAR

Date Signed

0CT 19 &523

|
retary oHState, State Archives & Records

Services Date Approved




