Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 (09/20)

Page 70 of 97

Post Office Box 94125, Baton Rouge, LA 70804 recmgt@sos.ja.gov Indicate Use of Form
Agency No | Agency / Division / Section ORIGINAL SUBMISSION
066.000 | university of Louisiana Monroe / VP for Business Affairs / Human Resources X RENEWAL
- A
?). __REPLACEMENT PAGE
Item Retention Period = &
Number Records Series Title § S & . __ADDENDUM PAGE
) Total 3| | &g 5 emarks
In Office In 3| 5| 55| Rema
Storage Retention | < ®O| >
E Employee Personnel Files — Classified ACT +5FY PERM PERM M| S| N |V 'Qg: :g“e"r::!;”d Sfifdiliwiichiemployeeiseparates
: Employee Personnel Files — Unclassified ACT +5FY PERM PERM M|S| N |V anT, :g”e"rfgye"d Cila UL B E2 STOCT B
3 Employment Verification Forms (|-3) ACT +5 FY 0 ACT +5FY (o] S N U | ACT = untit end of FY in which created or received.
4 Job Description Files ACT+ 10 FY 1FY ACT+11FY | M [ s | N |y | ACL=untilend of FY in which superseded or
5 Employee Medical Files ACT +5FY PERM PERM C| R N [ V | ACT = until end of FY in which created or received.
6 Job Applicant Files ACT +2 FY 0 ACT +2 FY M| S N U | ACT =until end of FY in which created or received.
7 Outside Disclosure Files ACT +5FY 5FY ACT +10 FY C S N U | ACT =until end of FY in which created or received.
8 T ACT = until end of FY in which employee separates
Employee I-9 ACT +2 FY 1FY ACT +3FY (o} S N U from agency.
9 Performance Evaluations ACT + 3 FY 2FY ACT +5FY cls| N |u ?CT = until end of FY in which employee separates
| rom agency.
| 10 Emp!oy(-_)e & Dependent Tuition Waiver ACT + 2 FY PERM PERM M R N V | ACT = until end of FY in which created or received.
[ — Apnlication Records
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 = Ves
CY - Calendar Year (Jan 1 - Dec 31) C — Confidential Information N-No
AY — Academiic 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 that contains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

_Aeathor B LidoSon 11102024

Agency Approval

Date Signed

Y,

Do~

s {
Secretary of aate, State Archives & Records Services

JAN 2 2 2024

Date Approved




Louisiana State Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

SSARC-932 (09/20)

| Page 7t of 87

Post Office Box 94125, Baton Rouge, LA 70804 recmgt@sos.la.qov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
066.000 | University of Louisiana Monroe / VP for Business Affairs / Human Resources X RENEWAL
0w
‘g __REPLACEMENT PAGE
Item Retention Period = | &
Number Records Series Title | ‘E’ 5| & . __ADDENDUM PAGE
Tota 3| 5| 2% 5 Remarks
In Office n . 8| 8| =83 &
Storage Retention w | <| a0 5
1 Employee Insurance Files ACT +2FY | PERM PERM C|R | N |v|Act=untiendofFYinwhich created or
12 Employee Insurance Beneficiary Forms ACT + 2 FY PERM PERM C|R N |V fgite?\,:zt'l C O T A ECT
13 . . Act = until end of FY in which employee
Casual Wage & Part-Time Personnel Files ACT + 2 FY PERM PERM M| S N \ separates from agency.
14 . ' ACT = until end of FY in which student worker
Student Worker Personnel Files ACT +5FY PERM PERM M| S N Vv separates from agency.
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 Uss
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= Vial
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 born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

Aeathan L _Filrkion

Agency Approval

1/10/2024
Date Signed

Secretary of

te, State Archives & Records Services

JAN 2 2 2024

Date Approved




Louisiana State Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

SSARC-932 (09/20)

Page 72 of 97

Heatheor £ frlphhon

Agency Approval

1/10/2024

Date Signed

Post Office Box 94125, Baton Rouge, LA 70804 recrmgt@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
066.000 | University of Louisiana Monroe / VP for Business Affairs / Purchasing __RENEWAL
L]
‘g __REPLACEMENT PAGE
Item Retention Period - 8
Number Records Series Title %’ g & 5 —ADDENDUM PAGE
Total 32| &< 5 Remarks
In Office - 2| S| =§| £
Storage Retention w | < wo| S
L Requisitions ACT + 3 FY 2FY ACT +5FY M| S N | U | ACT = until end of FY in which created or received.
2 Yearly Vendor Copy ACT + 3 FY 2FY ACT +5FY M S N ACT = until end of FY in which created or received.
3 Sealed Bid Documents ACT +3 FY 2FY ACT +5FY M | S N | U | ACT = until end of FY in which expires or is terminated.
4 Purchase Orders ACT + 3 FY 2FY ACT +5FY M S N U | ACT = until end of FY in which created or received.
5 Vehicle Purchases (Titles) ACT +3 FY 0 ACT +3FY M S N U | ACT = until end of FY vehicle disposed or in surplus.
. Vehicle Bill of Sale PERM 0 PERM PIR| N |V
7 Personal, Professional, Consulting, & Social ACT +2 FY 5FY ACT+7FY | C | 8 | N | U | ACT=untiend of FY in which expires or is terminated.
{PPCS) Contracts
8 Major Repair Bids ACT +3 FY 2FY ACT +5FY M S N U | ACT = until end of FY in which created or received.
9 Agreements ACT +2 FY SFY ACT +7FY M S N U | ACT = until end of FY in which expires or is terminated.
10 Property Leases ACT +7FY 0 ACT +7FY M S N U | ACT = until end of FY in which expires or is terminated.
| 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 Mmes
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) 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 bomn-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

JAN_2 2 2024

W,...,

ecords Services

Date Approved



Records Retention Schedule

SSARC-932 (09/20)

Louisiana State Archives—Records Management P 730f 97
Louisiana Secretary of State age /39
Post Office Box 94125, Baton Rouge, LA 70804 recmot@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section ORIGINAL SUBMISSION
066.000 | University of Louisiana Monroe / VP for Business Affairs / Purchasing RENEWAL
o e
" 'g __REPLACEMENT PAGE
em i - o
Number Records Series Title Uovbintbosi b z|l3| &, __ADDENDUM PAGE
In Total 3| 5| &g = Remarks
In Offi 8| 2| =8 £
ce Storage Retention w| 2| 8l S
11 Purchasing Card (P-Card) Statements ACT+5FY 0 ACT +5FY M| S N | U | ACT =until end of FY of statement period.
12 Change Orders ACT + 3 FY 2FY ACT+5FY | M | S | N | U | ACT =untilendof FY in which created or received.
13 Request for Proposals ACT +5 FY 0 ACT +5FY ™M ACT = until end of FY in which created or received.
14 Certificate of Insurance ACT +10 CY 0 ACT +10 CY M ACT = Until end of CY in which cerlificate expires.

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

series that contains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

NOTE: Please put an asterisk (*) in the Remarks section for any record

Security Status Codes
P ~ Public Record

State Records Center
Use

Agency Abbreviations -

O - Other (Specify in Remarks)

M — May Contain Confidential Information | Y — YeS
C — Confidential Information N -No
- Ar-chlval Processing 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

_Heather L Piletor

Agency Approval

1/10/2024

Date Signed

flo—

4State, State Archives & Records Services

JAN 2 2 2024

Date Approved




Records Retention Schedule

SSARC-932 {09/20)

Louisiana State Archives—Records Management
Louisiana Secretary of State Page 74 of 97
Post Office Box 94125, Baton Rouge, LA 70804 recmat@sos.la.gov Indicate Use of Form
Agency No | Agency /Division / Section __ORIGINAL SUBMISSION
066.000 | University of Louisiana Monroe / VP for Business Affairs / Physical Plant __RENEWAL
L]
g __REPLACEMENT PAGE
item Retention Period = 8
Number Records Series Title g g | & c X_ADDENDUM PAGE
Total 3| 5| 28 < Remarks
In Office In | 8| 85 £
Storage Retention | < BOl S
1 Key Request Forms PERM 0 PERM M| R N |V
2 Preventive Maintenance Work Orders ACT +3 FY 0 ACT +3FY M| S N [ U [ ACT = until end of FY in which created or received.
. Interdepartmental Billing ACT +3 FY 0 ACT +3 FY M S N U | ACT = until end of FY in which created or received.
4 Vehicle Log Sheets/ Gas Tickets ACT +3 FY 0 ACT + 3 FY M| S N | U | ACT = until end of FY in which created or received.
5 Payroll Records ACT+5CY 0 ACT +5CY M S N U | ACT = until end of CY in which created or received.
6 Warehouse Regquisitions ACT +3 FY 3FY ACT +6 FY M| s N U | ACT = until end of FY in which created or received.
7 Service Request ACT + 3 FY 0 ACT +3FY M S N U | ACT = until end of FY in which created or received.
e General Personnel Files PERM 0 PERM M| S N \
9 Purchase Orders ACT + 3 FY 0 ACT +8FY M S N U | ACT = until end of FY in which created or received.
10 Payroll Vouchers ACT + 2 FY 2FY ACT + 4 FY M| S N U [ ACT = until end of FY in which created or received.
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-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 — 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 born-digital orimaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

Agency Approval

Date Signed

1/10/2024

[/

Secretary,

Yoo~

_JAN_2. 2 2024

Date Approved

tate, State Archives & Records Services



Records Retention Schedule

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

recmgt@sos.la.gov

SSARC-932 (09/20}

Page 75 of 97

Indicate Use of Form

Agency No | Agency / Division / Section ORIGINAL SUBMISSION
066.000 | University of Louisiana Monroe / VP for Business Affairs / Physical Plant __RENEWAL
w
: 'g __REPLACEMENT PAGE
tem Retention Peri = | &
Number Records Series Title cptopneros zl 3| &, X_ADDENDUM PAGE
Total 3| | &8 =&
Inoffice | ¢ ™" : 2| 8| 8§ 2 Remarks
torage Retention 7] g no| >
1" Correspondence — General ACT + 3 FY 0 ACT +3FY M S N U | ACT = until end of FY in which created or received.
12 Construction Files ACT +10 FY PERM PERM M R N V | ACT = until end of FY in which created or received.
13 Utility Billing ACT + 6 FY 6 FY ACT +12FY M| S N U | ACT = until end of FY in which created or received.
14 Fleet Management Reports ACT +6 FY 6 FY ACT+12FY | M | 8 | N | U | ACT = until end of FY in which created or received.
15 Mechanical Engineer Files PERM PERM PERM M | R N \Y

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 born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

Agency Abbreviations

Security Status Codes State Records Center
P — Public Record Use

M — May Contain Confidential Information | ¥ ~ YS

C - Confidential Information N-No

Archival Processing 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 ~ Other (Specify in Remarks)

A\

HNewthor £ Pipsen

Agency Approval

1/10/2024

Date Signed

Records Services

JAN 2 2 2024

Date Approved




Louisiana State Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

SSARC-932 (09/20)

Page 76 of 97

Post Office Box 94125, Baton Rouge, LA 70804 recmgt@sos.la.qov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
066.000 | University of Louisiana Monroe / VP for Business Affairs / Physical Plant / Property Control X RENEWAL
- P
"5’ __REPLACEMENT PAGE
Item Retention Period - &
Number Records Series Title ié.* S| & c __ADDENDUM PAGE
Total 3| 2| 8¢ s Remarks
In Office o gl 8| 55 B
Storage Retention w | <| wOo| >
1 Land Acquisitions Records PERM 0 PERM M| R N \
2 Tagging Sheets PERM 0 PERM MR | N |V
3 Invoices PERM 0 PERM M| R N v
4 Vehicle Files PERM 0 PERM M|R| N |V
5 Stolen Property Police Reports ACT+5CY 0 ACT+5CY M ) N U | ACT = until end of CY in which created or received.
6 ORM Exposure Reports ACT+5CY 0 ACT +5CY M S N U | ACT = until end of CY in which created or received.
4 LPAA Reports ACT +10CY 0 ACT +10 CY M S N U | ACT = until end of CY in which created or received.
8 Building Files PERM 0 PERM M{R| N |V
9 - ACT = until end of CY in which created or received.
Original Requests ACT+5CY | 0 ACT+SCY | M | 'S | N 1 U piperty control request forms from campus offices.
10 ACT = until end of CY in which created or received.
Property Control (PC) Forms ACT + 10 CY 0 ACT+10CY | M | 8 N | U | Completed forms for property inventory changes which
) are needed for reference.
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 -Yes ORM - Ofﬁc'e ,°f Risk Managem?nt
. i k N - No LPAA ~ Louisiana Property Assistance Agency
CY — Calendar Year (Jan 1 - Dec 31) C - Confidential Information
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 that contains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase). "

_Hoatton £ Lilrhion

Agency Approval

1/10/2024

Do—

JAN 2 2 2024

Date Signed

ecretavv{f gtate, State Archives & Records Services

Date Approved




Records Retention Schedule SSARC-932 (09/20)
Louisiana State Archives—Records Management
Louisiana Secretary of Stafe Page 77 ot 97
Post Office Box 94125, Baton Rouge, LA 70804 recmgt@sos.la.qov Indicate Use of Form
Agency No | Agency / Division / Section ORIGINAL SUBMISSION
066.000 | University of Louisiana Monroe / VP for Business Affairs / Physical Plant / Property X RENEWAL
Control =
B __REPLACEMENT PAGE
Item Retention Period |3 ADDENDUM PAGE
Number Records Series Title o £1 3| & -
ota I E| &8 =
In Office Ly 8| 2| 85 £ Remarks
Storage Retention n|l <| wo| S
" Monthly Transmittals ACT +5CY 0 ACT +5CY M| S N | U | ACT = until end of CY in which created or received.
12 Certification of Inventory ACT +10CY 0 ACT +10 CY P S N I | ACT = until end of CY in which created or received.
13 8F11 File ACT +10 CY 0 ACT +10CY M S N U | ACT = until end of CY in which created or received.
14 Transfer Records ACT +10CY 0 ACT +10CY M S N U | ACT = until end of CY in which created or received.
15 End of Year Printouts ACT +5CY 0 ACT +5CY M S N U | ACT =until end of CY in which created or received.
16 BF11 Logs ACT +5CY 0 ACT +5CY M S N U [ ACT = until end of CY in which created or received.
17 General Correspondence ACT +5CY 0 ACT+5CY | P | s | N | U | ACT = untilend of CY in which created or received.
18 LPAA Inventory Purge ACT +5CY 0 ACT+5CY P s N | | ACT = until end of CY in which created or received.
19 LPAA Net Change Report ACT +15CY 0 ACT+15CY | M | 8 N | U | ACT =until end of CY in which created or received.
20 Purchase Orders ACT +5CY 0 ACT +5CY M S N U | ACT = until end of CY in which created or received.
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 Y—Yes SR Surp.lu.s L
. . N - No LPAA - Louisiana Property Assistance Agency
CY - Calendar Year (Jan 1 — Dec 31) C -~ Confidential Information
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 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). OnBase).

_Hoathen £ Lilrhlor

Agency Approval

1/10/2024
Date Signed

/ /777/]%\

JAN 2 2 2024

ccrc tary

State, Statc 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

recmot@sos.la.gov

'SSARC-932 (09/20)

Page 78 of 97

Indicate Use of Form

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
066.000 | University of Louisiana Monroe / Vice President for Enrollment Management and X_RENEWAL
University Relations § __REPLACEMENT PAGE
Item - Retention Period > =l 8 ADDENDUM PAGE
Number Records Series Title = £ S | o e —
ota 3| S| &€ Remarks
In Office = 21 | 85 £
Storage Retention n| < wo| 5
1 Marketing Campaign Records ACT + 5 FY 0 ACT +5FY P | S N | U | ACT =until end FY in which created or received.
2 Marketing Events ACT + 3 FY 0 ACT +3 FY P S N | U | ACT =until end FY in which created or received.
3 Marketing Contracts ACT + 10 FY 0 ACT +10 FY P S N U | ACT = until end FY in which contract lapses.
4 - . ACT = until end FY in which created or received.
Digital Image (photo & video) ACTESEY PERM PERM 5 S . \/ Transfer to University Archives for perm retention.
5 Presidential Records ACT + 10 FY PERM PERM P R N V | ACT = until end FY in which created or received.
6 Graphic Design Files ACT +5 FY 0 ACT +5FY P S N U | ACT = until end FY in which created or received.
7 Press Refeases ACT+5FY | PERM PERM P | R | N |V [ACT=untlendFYinwhich created or received.
Transfer to University Archives for perm retention.
8 Office Records ACT +5FY 0 ACT +5FY P S N U | ACT = until end FY in which created or received.
9 A~ ACT = until end FY in which created or received.
Publications AGE +SIFY PERM RERM 5 R X M Transfer to University Archives for perm retention.
10 . . . I ACT = until end FY in which suspended or abolished.
University Policies & Guidelines ACT +5FY PERM PERM P | R N V| Transfer to University Archives [0r perm retention.
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$
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) 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) L UL
series that contains bom-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

watter L_filohor

Agency Approval

1/10/2024

Date Signed

/MWAW

Sccrctary[ f State, State Archives & Records Services

JAN-22 202

Date Approved



Records Retention Schedule

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

SSARC-932 {09/20)

recmgt@sos.la.gov

Page 79 of 97

Indicate Use of Form

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
066.000 | University of Louisiana Monroe / Vice President for Enroliment Management and X RENEWAL
Universit ti T
niversity Relations 8 __REPLACEMENT PAGE
item i i - | 8 ADDENDUM PAGE
Number Records Series Titie Retention Period Ford ? S 4 = —
In ota 3| &2 5 Remarks
l Q 2 c s
n Office Storage Retention (3 < g 8 5
" Inventory ACT +5FY PERM PERM P R N V | ACT = until end 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 born-digital or imaged records. Include brief
description of the technolegy. (Ex. Scanned to OnBase).

Security Status Codes

P — Public Record

M — May Contain Confidential Information
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
O — Other (Specify in Remarks)

Vital Record
Identification Code

V= Vital
| = Important
U= Useful

- Agency Abbreviations

Hleathor L Liiotlar

Agency Approval

1/10/2024

Date Signed

Secreta

JAN 2 2 2024

f State, State Archives & Records Services

Date Approved





