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priorities for academic affairs, major business and finance matters, physical 

plant maintenance, important student related matters, and athletics 

administration. These letters are usually found at the institutionôs provost and 

vice president levels. 

Retention 

 Office: 3 years 

 College or University Archives: Permanent 

  

3-2. Administrative Files 

Documents actions of a private universityôs provost or vice presidents. 

Information includes memoranda and reports concerning institutions policy, 

organization and program development records, and important fiscal data and 

personnel information. These records reflect administration of policies, 

coordination of institution functions, and overall management of major divisions 

and departments of a private college or university. 

Retention 

 Office:  3 years 

 College or University Archives: Permanent 

  

3-3. Faculty Senate Records 

Monthly (academic year) meeting minutes are published at the beginning of the next 

meeting. 





Contact List: Updated annually or as changes occur 

College or University Archives: 30 years after Drake office copy is no longer needed 

Back to the top 

  

  

ADMINISTRATIVE SERVICES  

  

4-1. Accreditation Reports 

Used to record observations, recommendations and decisions of visiting 

accreditation committee members. These reports are received from study 

committees of accreditation associations for colleges and universities. Reports 

reflect suggestions and recommendations concerning an institutionôs 

organizational structure and administration, educational programs, financial 

resources, faculty qualifications, library resources, student body characteristics 

physical plant features and vital area for institutions of higher learning. Also 

included are remarks prepared by institution officials to respond to the 

committeeôs observations and suggestions. 

Retention 

 Office: Until no longer needed for reference 

 College or University Archives: Permanent (by Department, College, School) 

  

4-2. Administrative Staff Meeting Minutes 

Records of meetings held by administration officials with administrative staff. 

Information includes agenda, place, date, list of attendees and a summary of 

discussions and staff decisions. Also included are informational attachments 

such as reports, proposals, memoranda and other information distributed to 

officials and staff for use in making decisions concerning administrative 

services for an institution. 

Retention 

 Until no longer needed for reference (By Department) 

  

4-3. Administrative Bulletins 

Used to record and circulate information concerning policies, procedures, and 

administrative activities of a college or university. Information includes 

administrative directives to staff and faculty assignments, educational 

opportunities, new policies and policy changes, academic program requirements 

and other related information. 

Retention 

 Until no longer needed for reference (by Department) 

  

4-4. Administrative Regulations 

Issued by the Commission on Higher Education or governing body and used for 

the general operation of college or university programs. Information includes 

regulations, instructions, or other issuanceôs that establish methods to administer 

a college or universityôs mission, functions, and responsibilities. 

Retention 

 Until superseded and no longer needed for reference (by Department) 

  

4-5. Annual Reports 

Published report of college or university governing body made annually to the 

Board of Trustees. Information includes financial summaries, objectives, goals, and 

other data concerning the college or university during the fiscal year. Most annual 





Retention 

 Permanent (Bus&Fin, Facilities, Real Estate, some by Department) 

  

4-12. Grant Files (Active and Inactive) 

Used to retain information concerning financial grant assistance received by a 

supported college or university. Files contain some or all the following: 

documents: statement of budget and expenditures, notices of grants awarded, 

financial status reports, authorization for transfer of grant funds, draft copies of 

detailed budgets for programs, copies of federal assistance, educational grants, 

student loan and work study programs, financial assistance for veterans and career 

professionals, and other related information.  

Retention 

 Office:     Time period required by the granting agency. 

 Archives:  Grant award letters, final grant reports, & final 269 reports kept 

indefinitely.   

(Grants and Funded Programs) 

  

4-13. General Correspondence and Reference File 

Routine correspondence and reference materials created or retained by 

administrative staff. Letters and memoranda reflect communications 

regarding 



over these cases. 

Retention 

 6 years after the case is closed (Bus&Fin, Human Res., Attorney) 

  

4-17. Mailing lists 



  

4-23. Public Relations File 

Information concerning college or university publicity. Included are press 

releases biographies, newspaper clippings, promotional materials, bulletins, 

broadcast scripts, photographs, visual documentation, and other related items. 

Retention 

 



approval, date request received by plant support, estimated completion date, 

and date completed. 

Retention 

 3 years (Facilities) 

  

4-30. Work Reports 

Reports of work activities performed by personnel carrying out regular or special duties. 

These documents reflect dates, person responsible for reports, and a running account of 

daily activities performed. 

Retention 

 2 years or until summarized or superseded (by Department) 

 Back to the top 

 

PERSONNEL (HUMAN RESOURCES)  

5-1. Employer Status Reports (Unemployment Compensation) 

Reports from an individual college or university to the Department of Labor 

and Employment to determine the liability or non-liability of a college or 

university for payment of unemployment compensation. Information includes 

the employer status report, notice of liability sent to the college or university, 

notice of contribution for the next calendar year, and related memoranda and 

correspondence concerning changes in college or university unemployment 

compensation accounts and liability. 

Retention 

 6 years 

 

5-2. Employment Applications (Not Hired) 

Completed employment applications and personal resumes of applicants who 

were not hired by a college or university. 

Retention 

 3 years from the date of rejection 

  

5-3. Equal Employment Opportunity Report 

Any Equal Employment Opportunity reports prepared for purposes 

of reporting the race, gender job classification and/or compensation 

of all college or university Personnel. 

Retention 

 2 years from the date of the personnel action involved or the making of the 

record provided information has been forwarded to the Universityôs Human Resources 

Department 

 

  

5-4. Faculty Appointment Letters (Full and Part Time) 

Letters of appointment sent to full or part-time faculty members. 

Retention 

 6 years after appointment has ended or until no longer needed for reference. 

  

5-5. Job Announcements (Vacancies) 

Announcement concerning job openings in institutions. Information includes 

title of position, salary or grade range, description of job duties, closing date, 

and to whom applications should be directed. 

Retention 

 2 years after position is filled or announcement is superseded or updated 



  

5-6. Leave Slips 

Forms completed by college or university employees to request time off from 

work. 

Retention 

 2 years 

  

5-7. Log and Summary of Occupational Injuries and Illnesses 

Record of work-related injuries, illnesses, and deaths reported to the Universityôs 

Human Resources Office. The record copy of this series is retained in the Universityôs 

Human Resources Office. 

Retention 

 5 years following the end of the calendar year to which they relate 

  

5-8. Personnel Files (Active and Terminated) 

Personnel files of current and former employees of the college or university. 

Information includes employment applications, resumes, performance appraisals, 

leave records, employee profile, Controller payroll change forms, position descriptions, 

insurance information, dual employment information, resignation and termination records 

correspondence, and other related information. 

Retention 

 10 years after termination of employment 

  

5-9. Personnel Policies and Procedures 

Policies and procedures issued by the college or university or the Universityôs 

Human Resources Department. Information includes employment application policy, 

classification and compensation plan, explanation of performance appraisal 

system, reduction in force procedures, grievance policies, equal employment 

opportunity guidelines, employee handbook, other procedures issued by a college or 

university and/or the Universityôs Human Resources Department. 

Retention 

 Office: Until no longer needed for reference 

 College or University Archives: Permanent 

   

5-10. Time and Attendance Records 

Records concerning time worked by non-exempt employees. Information includes 

employeeôs name, section or organization unit, employee number, pay period, 

total time worked, and employeeôs signature. 

Retention 

 7 years 

  

5-11. Vacancies File 

Documents position vacancies in a college or university. Information includes 

college or universityôs name, grade, classification title, salary range, hours 

worked per week, and pay rate of position. 

Retention 

 Until superseded or updated 

  

5-12. Benefit Plan Contracts 

Any contracts relating to the administration of employee benefits. 

Retention 

 A minimum of 25 years after the contract has ended.  

  



5-13. I-9s 

Documentation required to provide eligibility to work in the United States 

Retention 

 A minimum of 3 years from the date employment ends. 

  

5-14. Long Term Disability Records 

Any records relating to the application of long term disability benefits. 

Retention 

 Permanent 

  

5-15. Summary Plan Descriptions 

The Summary documents of employee benefit plans maintained by Human 

Resources for purposes of employee communication and plan documentation.  

Retention 

 6 years after SPD is superseded by amendment or replacement document 

  

5-16. Plan Documents 

Formal plan documents drafted and approved by the Drake University Board of Trustees. 

Retention 

 Permanent 

  

5-17. Bargaining Negotiation Notes 

Notes taken during the negotiation of collective bargaining agreements by HR personnel. 

Retention 

 Permanent 

  

5-18. Informal Employee Complaints 

 Notes or documents relating to informal employee complaints pursuant to the University 

Policy on Community, Diversity, Freedom of Expression and Harassment Policy. 

Retention 

 3 years from the date of complaint 

  

5-19. Formal Employee Complaints and Findings 

Notes or documents relating to formal employee complaints pursuant to the University 

Policy on Community, Diversity, Freedom of Expression and Harassment. 

Retention 

 







any and all funds and accounts. 

Retention 



7-9. Workers’ Compensation Insurance Files 

Used to document the payment of workersô compensation insurance premiums. 

Information includes an interdepartmental transfer for payment of premiums, 

and a form to the Iowa Compensation Insurance Authority or the contract 

Workerôs Compensation Fund reflecting the total due and payment due date 

with attached memos. 



  



9-13. Transcript Requests 

Requests for a transcript of studentôs permanent academic records and the record of 

payment received for the copy. 

Retention          

 1 month 

  

9-14. Withdrawal Authorization 

Retention 

 1 year 

   

9-15. Correspondence relevant to graduation and registration 

Retention 

 5 years 

  

9-16. Enrollment Reports (Final Official Reports) 

Retention 

 Permanent 

Back to the top 

  

INFORMATION TECHNOLOGY, OFFICE OF  

  

10-1. Information Technology Plans 

Information Technology will retain an inventory list of computer equipment located in Dial, 

and an inventory list of telephone equipment located in Jewett as well as a record for annual 

new equipment costs.  The record copy of this series is maintained through the Chief 

Information Officer 

of the Office of Information Technology. 

Retention 

 3 years (Information Technology) 

 

   

10-2. Telephone Bills 

Provide a monthly statement of charges for telephone calls billed to a college or 

university. Includes information, such as, group, division, college, department, building, 

room, 

general ledger account, date, time, DAC, dialed number, destination, station, duration, 

charges, etc.  This information is retained in the E-print reports. 

Retention 

 3 years (Telecommunications) 

 Back to the top 

 

ATHLETIC DEPARTMENT 

  

11-1. Concession/Lease Agreements 

Document sale of concessions at sports events, use of college or university 

trademarks for the sale of memorabilia, and rentals for box seating. 

Information includes athletic concession agreements, revocable nonexclusive 

licenses to use certain indicia of the university, and stadium seating 

lease agreement. 

Retention 

 6 years after termination of lease agreement 

  

 11-2. Equipment Files 



Document the use of sportswear and equipment by student athletes. 

Information includes equipment room daily activity report, equipment rental 

charts, statement of lost equipment, and other related information. 

Retention 

 4 years 

   

11-3. Recruiting Files 

Document the recruitment and eligibility of student athletes for participation in 

the athletics program as governed by applicable guidelines. Information 

includes official visit of prospective athlete, student-athletesô affirmation of 

eligibility, national letter of intent, and related forms. 

Retention 

 4 years 

   

11-4. Scrapbooks 

Record publicized athletic events and sports activities at the institution. 





identification, requested information, and whether the materials or books are 

available. This series also documents interlibrary loan transactions for patrons 

of other libraries that use the institutionôs library system. 

Retention 

 Records for processed requests: 3 years 

 Records for unprocessed requests: 1 year 

  

13-3. Library Fines and Fees 

Documents money received for library fines, library computer information 

searches, lost books, and interlibrary loan request. Information includes 

amount of money received, what the money was received for, date, and 

signature of person receiving fine. 

Retention 

 3 years 

  

13-4. Manual and On-Line Library Card Catalog (Books, Periodicals, and Other 

Publications) 

Used as a finding aid to the library holding. Information includes name of 

author, title, subject, publisher, publication date, and call number. 

Retention 

 Until updated or no longer needed for reference 

  

13-5. Newspaper and Manuscript Collection 

A collection of documents concerning the state or communitiesô heritage or 

culture. Included are Bible records, wills, diaries, letters, photographs, maps 

newspapers and other related items. 

Retention 

 Permanent 

  

13-6. Photo Duplication Request Forms 

Created to document photocopy requests. Forms reflect information concerning 

copyright restriction414.55 72.024 329.45 Tm
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14-2. Physician Appointment Schedules/Books 

Log book of appointments requested by students to see college or university 

medical staff. Record may show studentôs name, ID number, date, time of 

appointment and reason for appointment. 

Retention 

 1 year 

  

14-3. Student Health Services Telephone Log 

Record of calls received from students requesting medical services. Information 

may indicate date of call, time, identity of person receiving call, nature of request 

and comments, if applicable. 

Retention 

 1 year 

  

14-4. Student Health Census 

Record identifying the current enrolled students by name and ID number. 

Retention 

 Retain only the current term  

Back to the top 

  

CAMPUS SECURITY 

  



The files include the original trust documents, correspondence, tax returns, monthly 

custodian 

statements and reconciliation reports. 

Retention 

 Office: 3 Years 

 Off Site: Permanent 

  

16.4.  Endowment Reconciliation Files 

The files include monthly reports used to reconcile the endowment to the general ledger as 

well 

as to maintain the unitization spreadsheet. 

Retention 

 Office: 3 Years 

 Off Site: Permanent 

  

16.5.  Gift Reconciliation Files 

Monthly reports used to reconcile gifts made to the University to the general ledger are 

maintained.  The files also include daily gift information as well as donor documentation. 

Retention 

 Office: 3 Years 

 Off Site: Permanent 

  

16.6.  Quarterly Consultant Reports 

Reports prepared by our Investment Consultant are maintained along with other pertinent 

material from them. 

Retention 

 Office: 3 Years 

 Off Site: Permanent 

  

16.7.  Real Estate Rent Files 

Rent records are kept for four years after move out date; at that time they are scanned 

onto a disk and maintained in the property files. 

Retention 

 Office: 



PROPERTY AND CASUALTY INSURANCE DOCUMENTS 

  

17-1. All Lines of Property and Casualty-Policy Files and Summary Policy Descriptions  

All University property and casualty and workers compensation lines of insurance policies 

and endorsements. 

Retention  

 7 years 

  

17-2. Certificate of Insurance 

Certificates of Insurance that Drake provides to others and that other institutions 

provide to Drake. (copies or originals)



Student trip or event release forms are maintained in Business and Finance or with the 

event coordinator. Such events might include: mock trial trips, various field trips, Relays, 

concerts, carnivals, camps, etc.  Forms can be maintained electronically or hard copy. 

Retention 

 2 years readily accessible 

Back to the top 

 

  

GENERAL BUSINESS AND FINANCE 

  

18.1.  Contracts 

Various University contracts for services, leases, long-and-short-term commitments, etc. 

Hard copy for contracts that are active. Hard copy or electronic copies for terminated files. 

Retention 

 Permanently until replaced or contract has terminated.  

 Keep terminated files 2 years past termination.  

   

18.2.  



  

19.1. General Title IV 

Records relating to Drake Universityôs participation in the Title IV financial aid 

programs including its application for Title IV funds and documents supporting 



last year of attendance). 

  

 There are additional exceptions to the general record retention periods 

for repayment records for Perkins Loans and records related to a FFEL 

borrowers.  Perkins Loan repayment records, including cancellation and 

deferment records, must be kept for three years from the date that 

the loan was assigned to the Department, cancelled, or repaid.  Perkins 

original promissory notes and original repayment schedules must be kept 

until the loan is satisfied or needed to enforce the obligation.  Records 

relating to a borrowerôs eligibility and participation in the FFEL program 

must be kept for three years from the last day of the award year in which the 

student last attended the school. 

  

LOCATIONS 

 Office of Student Financial Planning, Carnegie Hall, Main level 

Dial Center (electronic entry point via the electronic data exchange with the 

Department of Education). 

Drake University Shared Information System (DUSIS), Drakeôs  administrative 

computing system 

Drake Universityôs SIS (legacy administrative computing system) 

Office of Student Accounts/Loans, 102 and 115 Old Main 

Sal System (ECS



Retention 

 Incomplete files, and files for denied, cancelled, and withdrawn students: 1 year 

 

20.2. Personnel 

Personnel files for current and former employees of the Office of Admission. Information 

includes employment applications, resumes, performance appraisals, leave records, payroll 

change forms, position descriptions, resignation and termination records, correspondence, 

and other related information.  

Retention 

 Former employee files: 2 years         

 

20.3. Budget Records 

Annual budget planning documents, monthly budget reports, copies of expense documents 



21.4. Resource 

Consists of manuals, guidelines required for long-term reference in the administration 



 6 years after termination of contract and until no longer needed for reference. 

  



Arts and Sciences Department Codes (used for the rest of this section.) 

 



card reports and receipts, and student time cards.



decisions made.  

Retention 

 Permanent, 





23.1 Administrative File/Correspondence (Academic Deans and Department 

Chairpersons)  

Faculty and staff information is kept in the Deanôs office.  

Retention 

 Office: Permanent 

 Hard copy and/or computer stored 

 

23.2 Resources 

Manuals, guidelines, policies, procedures, faculty minutes, and other related topics. 

Retention  

 Office: until no longer relevant or needed as reference. 

 Hard copy and /or computer stored 

 

23.3 Student Records 

Forms, students program information, changes, correspondence, graduation applications, 

academic integrity and performance issues, etc. 

Retention 

 Office: Undergraduate normally kept 5 years after graduation date or date of last 

attendance. 

o Students who have not completed their degree and completed more than 60 

hours will be kept for 2 years before shredding unless there is reason to shred 

earlier ï i.e. student graduates from a different college. 

 Hard copy and /or computer stored 

 

Retention 

 Office: Graduate. Permanent 

 Hard copy files  

 

Back to the top 

 

  

LAW SCHOOL 

24.1 Applications Materials for Entering Students 

Retention 

 Acceptance Letters: Permanent 

 Applications: Permanent 

 Correspondence: Permanent 

 Entrance exams and Placement Scores: Permanent 
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 Registration Forms: Permanent ï Online 

 Academic Records: Permanent ï Online 

 Application for Graduation: Permanent 

 Foreign Student (I-20) Forms ï copy of: Permanent 

 Date of Graduation and Degree Award: Permanent ï Online 

 Degree Audit Records: Permanent 

 Transfer Credit Evaluations: Permanent 

 Personal Data Forms: Permanent 

 Alumni Files: Permanent 

 

24.4. General Student Records 

Retention 

 Application Statistics: 10 Years 

 Enrollment Statistics: 10 Years 

 Grade Statistics: 10 Years 

 Racial/ Ethical Statistics: 10 Years 

 Degree Statistics: 10 Years 

 

24.5. Employment Applications/Listings 

Retention 

Individual Applicants Who Are Not Hired:  

 Resumes: 1 Year 

 



 

24.8 American Bar Association/Surveys 

Retention 

 ABA Annual Questionnaires: Permanent 

 ABA Site Evaluations: Permanent 

 US News and World Report: Permanent 

 

24.9. Institutional Publications 

Retention 

 Alumni Newsletters: Permanent 

 Student Directories: Permanent 

 Faculty Minutes: Permanent 

 

24.10. Legal Clinic  

Retention 

 Case Records: 10 Years/General Information Kept Electronically 

 Case Records ï 
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