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Records Management

The district records officer will have the responsibility for the safekeeping of all records according to
the retention schedule cited below. The district records officer will have authority to dispose of
materials after the recommended retention period.

Official public records have a statutory minimum retention of 6 years. The retention period for office
files and memoranda is based on operational requirements for each office. Whenever applicable, the
retention period starts with the "cut-off." "Cut-off" is a term used to indicate files or records may be
terminated on a predetermined date. "Cut-off" prevents current records from attaining
unmanageable size and facilitates the filing of new records. Calendar year records may be "cut-off"
on December 31, and a new file established on January I; all fiscal year records can be "cut-off" only
upon the completion of an action or event, such as termination of contract, final payment of a
contract, termination of employment, etc. Regardless of the duration of the retention period, records
series should be kept in office files after "cut-off" only as long as is necessary to satisfy (I) active
reference, (2) audit, when required, and (3) other operational requirements. Once these three factors
have been satisfied, the records should be transferred to a records center for the remainder of the
retention period.

The retention period shall be as follows:

Student Records

Student Permanent reCOId......c.uiviru it permanent

CUuMUIATIVE FECOIA .. uiieiiiii e a e ean 5 years after
graduation or withdrawal from high school

Special Services reCords ... 5 years after
graduation or service has been terminated

Student disCipline reCords ... 2 years

Teacher Records

Elementary teacher grade books ......coeuviiiiiiiiiiii 3 years

Secondary teacher grade booKS........c.coiiiiiiiiiii 5 years after
graduation

Lesson plan booKS .....cuoii i 1 year

Faculty handbookK .........coiiiiiiei e until superseded

Individual Schools

ALENdANCE CArd ..oeeiieii e 3 years

Daily attendance rePOrt.. ... ocun e until after audit
Field trip authorization (Parent) ......cccoiviiiii i 1 year

Use of private Vehicles ... 1 year

Food Services

Cafeteria receipt bOOKS ...oooniiiiiii 6 years
Daily lunch and milk count report ........coouiiiiiii e 3 years
Free or reduced price lunch applications .........ccovveiiiiiiiii i 3 years
1Y =T U el =] A o o 3 years
B ol o= T I 0] o LT TR 6 years
Reimbursement claims ... 6 years
Revenue and expenditure ledger ... 6 years
LI L (L o= U o PPN 6 years

Page 1 of 4



6570P
Management Support

Health Office

PNl [0 1Y 0 A 1 | 101V =T e Yo (P 5 years after child's
2lst birthday

1Y =Y [T at= 14 (o] o I =T LU =13 PN 5 years

Student health Card ... until graduation

Maintenance

Engineering & architectural drawings ........coooviiiiiiiiiii i as long as district
retains property

Maintenance folder on building ......c..coooouiiiiiii e, 6 years

L1108 S Y e 1T g =T [ =3 U 6 years

Mileage claim fOrm ... e aaa 6 years

VandaliSm rEPOIT ..o e 3 years

Laundry checklist ... 6 years

Boiler vessel reCord ... until boiler is
disposed of

270 Lo [ L= =Y [ =3 2 years

Rental of school facilities .....cccuoiviciiii e 3 years

Transportation

U TN I =Y oo o . 2 years

BUS SChedUIES ..o 4 years

EmMployee time SNEET ...cee i 2 years

BUS TimMe SHEEE e 4 years

IV F] o Lo € U To Y T =T o Lo ] £~ 3 years

B el o= T o] o LT TR 6 years

PNl [0 1= ) Q=Y 0T ] o € PP 3 years

TranspOrtation reQUESTS oot e 6 years

Accounting Services

Canceled checks ... 6 years

(O 1Yol N (=T [ 1] 1 PPN 6 years

RV oYUl 41T gl o 4 - 6 years - (used as
claims and supporting invoices)

(o] g 1 U11 & Ugk ol olo T 4 | 4 = ol -3 N 6 years

PUICNASE OFAEI oiuiiii i e ae e e e e e 6 years

L L =Y L =T |3 € PP 6 year

Record of part-time StUdENTS ......ivieiviiieeiii e et e e e e e r e enas until after audit

ClasSroOmM COUNE FEPOIT wuuiiiuiiieiiieieiii e e e a e e et e e e e e eeas until after audit

Records supporting ESEA Title | & Title lll claims ......ccciiiiiiiiiiiiiies 5 years

Records supporting NDEA Title Va., ESEA Title Il claims .......cccooviiiiiiinnnns 3 years

Textbook and library book inVENTOries .......cieevvieieiiiiieiiieiiieeiee e eeeas useful life of each
item

Cash receipts transmittal forms ........cccoooiiiiiiiiiii e 6 years

Monthly transmittal of district receipts .....ocoveiiiiiiiiiiiiiiie e, 3 years

[ 13 et A 1 1Y Y[ 6 years

Trial DalanCes ..ocueiiii i 3 years

RECEIPT DOOKS ..oieiie i 6 years

County Treasurer Financial Reports ..o 6 years

State apPOrtIONMENT ..o r e r e e e e e e e e een 6 years

BanKing reCords ..o 6 years

State Auditor's REPOITS o.eiieiiieiiie et 5 years
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General |@dger ..o e e 6 years
D= o 1] 1 Y L o 13 until after audit

Personnel Services

EMPlOyEe file o aaan 6 years

Employment interview fOrms ......coouiiiiiiiicie e 2 years

Employment requUiSition .......coouiiiiiiiii e 2 years

Letters of resignation .......c.ciiiciiiiciiie e e e e e e eaan 6 years

ADSENCE TECOTA e 6 years

Employee history card ... 6 years

Application for employment .......cooiiiiiiiii e 6 years (hired) - 2
years (non-hired)

Letters of recommendation ..........coiiiiiiiiiiii i termination plus 6
years

oYY o] (o) =T o] 4 = ot 6 years

Professional credit application ........cccociiiiiiiiiiii i 6 years

Title IX and Affirmative ACtion SUIVEYS .....cociviiiieiiiiie e 6 years

District Payroll

EMPloyee reCord ..o 6 years after
termination

Personnel pay history record ..o permanent

Personnel action fOrM ... i e 6 years after
termination

BN T L = U o PP until after audit

o VAo | IR/ Q=Y o To ] o N 6 years

Teacher sUb repPOrt ..o 6 years

Payroll warrant regisSter .....oouieiiiii e 6 years

Warrant request fOrm ... 6 years

Tax sheltered agre@ments .....ccuciciii i e e eas 4 years after
expiration

Jury or military service agre@ments .....ciccieiiiiiiiiiein i 6 years

GarniShmMeNTS i 6 years

RetiremMeNt TOIrMS ooeeii et e e e e e 6 years

Labor & industry quarterly report .....cciciicii i 6 years

Medical insurance listings .....ccoiiiiiiiii i 6 years

Payroll dedUCtioNS.......cceuiii e until termination

Labor & industries accident claims .....coiiiiiiiiiiiii permanent

Federal taxX FEIUINS ..o e e et e e e e e e e e e en e e enns 4 years

Budget Services

Final budget ..o permanent
Annual report of school funds ... 6 years
Monthly financial reports to board .......ccoieviiiiiiiie permanent
20T Fo 1Y R & LD E =] o1 (PPN 2 years

Bids and formal qUOtES .....oouniii i 6 years
Purchasing reqUISItiON ......ciciiiiii i e e 3 years

B el g T o] o [T PN 6 years
Inventory list of district Property ....coooceoe i e 6 years after

superseded
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District
Copies of board minutes and resolutions .........ccceeuivieiieeeeie e permanent
Verbatim transcripts of meetings .......covvvuiiiiiiiiiic e 6 years

Associated Student Body

0 T 1 5 years
BaNKing reCOrdS .ooueiiiii i enas 6 years
MInUtES Of MEELINGS  oeuiiiiiii e et e e e e ea e eeanes permanent
Purchase authorizations .......ccooiiiiiiiiii e e eans 6 years
2T ol 101 £ PPN 6 years
Y0 T o 6 years
RV Lo T8 Lol =Y PP 6 years
General |@dger e s 6 years
L LT L = L PP 6 years
0 T [ =1 permanent

Date: March 24, 2014
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