
1  

ROGER  WILLIAMS UNIVERSITY 

(Not  Including  Law School) 

RECORDS RETENTION SCHEDULE 
 
 
 
 
 

 
Type of Record 

 
Office Repository 

Principal Office in which Record is 
Created and Retained Until No 

Longer Needed by Principal Office 

 
Period of Time Retained 

Period of Timed During Which 
Record is Retained by the 

University Before Being Destroyed, 
in the Case of Certain Records, or 

Permanently Retained, either in the 

University Records Repository or in 

University Archives, in the Case of 
Other Records 

SECTION I – CORPORATE RECORDS/BOARD RELATIONSHIP TO PRESIDENT 

   

Articles of Incorporation, 

Amendments 

Secretary of the Board Permanent 

Board of Trustee Minutes and 

Approved Resolutions 

(including Board Committee 

Resolutions and Minutes) 

Secretary of the Board Permanent 

Bylaws and Amendments Secretary to the Board Permanent 

Annual Reports Filed with 

State 

General Counsel Permanent 

Appointment Letter/Contract 
Pertaining to the President 

Secretary to the Board Permanent 

Evaluations and Evaluation 
Reports Pertaining to the 

President 

Secretary to the Board 3 Years After Appointment as 

President is Concluded 

Search Files for President General Counsel 3 Years After Appointment of 
President 

 
 

SECTION II – OFFICE OF THE PRESIDENT 

Institutional Accreditation 

(NEASC and Others) 

President Permanent 

President’s Calendar, 

Appointment Books, Daily 

Schedules, Telephone Logs 

President 3 years 
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Submissions for Institutional 

Accreditation 

President 7 years 

President’s Communications to 

Board of Trustees 

President Permanent 

President’s Communications to 

Other Constituent Bodies or 

Individuals (including 

student(s)/Parent(s), faculty, 

senate, union, etc.) 

President 5-­ ­ years 

President’s Internal Directives President 5 years 

President’s Communications to 

University Community 

President 5 years 

President’s OPEDs, Letters to 

the Editor, Blogs, etc. 

President 2 years 

President’s Report President Permanent 

President’s General 

Correspondence 

President 1 year 

Directives/Policies/Procedure 

s/Guidelines/Interpretations 

of Policies/Decisions Issued or 

Transmitted by President 

President Permanent 

Directives/Policies/Procedure 

s/ 

Guidelines Issued by Other 

Authority 

Issuing Authority (see below) Permanent 

Cabinet Meeting Minutes President 3 years 

 
 

SECTION III – DIVISION OF ACADEMIC AFFAIRS 

SECTION III(A) – ACADEMIC AFFAIRS – OFFICE OF THE PROVOST 

Directives/Policies/Procedure 

s/Guidelines/Interpretations 

of Policies/Decisions Issued or 

Transmitted by Provost 
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tenure/promotion, 

retirement/termination and 

appointment 

recommendations 
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Credit / no credit approvals 
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(institutional)   

Student Teacher (Credential) 
Files 

 Permanent 

Student Waivers for Right of 
Access (enrolled students) 

Registrar Until Gradua 143.8 23.025 re

W*  
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Conflict of Interest Forms for 

Grants/Contracts 

Sponsored Programs 7 Years After Close of Grant or 

Contract 

Records Concerning Human 

and Animal Subjects 

IACUC and HSRB Committees 

Programs 

7 Years After Completion of 

Study 

Award Documents and 

Amendments 

Sponsored Programs (Official 

Copies with OGC) 

7 Years After Close of Grant or 

Contract 

Grant Progress and Final 

Reports 

Sponsored Programs 7 Years After Close of Grant or 

Contract 

Time and Effort Reports Finance 7 Years After Close of Grant or 

Contract 

SECTION III(E) – LIBRARY 

rectives/Policies/Procedures/ 
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Education or lender on behalf 

of student; data used to 

establish student’s status at 

University; date and amounts 

of disbursements; 

documentation of student’s 

eligibility for assistance and 

academic program and 

progress; documentation as to 

amount of grant and 

calculations used to determine 

amount of grant; initial or exit 

loan counseling; documents 

used to verify data; history of 
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consents for records 

disclosure, waiver of right 

access, written decisions of 

hearing panels) 

  

SECTION V(B) – OFFICE OF STUDENT CONDUCT 

Disciplinary Records -­­ 

Students (findings and related 

case files) 

Student Conduct & Community 

Standards (non-­ ­academic); 

Registrar  (academic) 

Record of Final Disposition 

and case files for Offenses that 

Result in Suspension or 

Expulsion: Permanent. All 

Other Records: 7 Years. 

Student Disciplinary Records Student Conduct & Community 

Standards 

See Above 

Housing Records Student Housing 5 Years After Graduation or 

Date of Last Attendance 

SECTION V(C) – STUDENT HEALTH RECORDS 

Patient Medical Records Student Health Services 7 Years After Final Treatment 

Patient Medical Records Counseling Center 7 Years After Final Treatment 

Patient Medical Records Athletic Training Room 5 Years After Graduation or 

Date of Last Attendance 

SECTION V(D) – ATHLETICS 

Admissions Data for Athletes 

who enroll 

Coach of Team 1 Year After Graduation or 

Date of Last Attendance 

Admissions Data for Athletes 

who do not enroll, whether 

accepted or rejected 

Coach of Team 3 years 

Athletic Eligibility Documents Athletics, Intramural and 

Recreation 

1 Year After Certification
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taxing jurisdiction   

Excise Tax Returns Vice President for Accounting 

& Treasury Management 

7 Years 

Property Taxes and PILOT 

payments 

Vice President for Accounting 

& Treasury Management 

Permanent 

SECTION VI(B) – ACCOUNTING AND FINANCE 

Account Reconciliations 

(Balance Sheet) 

Office of Accounting & 

Treasury Management 

7 Years 

Accounts Payable Vouchers 

and Attachments 

Accounts Payable 7 Years 

Accounts Receivable 

Statements, Centrally 
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Records Covered Under HIPAA Human Resources 7 Years After Separation from 

Employment 

Search Committee Records, 

including 

advertisements/postings, 

employment applications, 

resumes, and all applicant 

search materials 

Human Resources 1 Year from Date of 

Employment 

Severance Agreements 

(employees) 

Office of General Counsel 7 Years After Separation from 

Employment or Final Payment, 

Whichever is Later 

   

   

Retirement 

Applications/Agreements 

Office of General Counsel 7 Years After Retirement Date 

SECTION VI(D) – EQUAL OPPORTUNITY/AFFIRMATIVE ACTION/DISABILITY 

EEO/Diversity Statistics Human Resources 7 Years 

Annual Employee Notification 

of Policies 

Human Resources 7 years 

Federal and State Required 

Statistics and Reports 

Regarding Employment 

Institutional Research 7 Years 

Search Materials and 

Documents Supporting Hiring 

Selection Decisions (Non- ­­ 

Academic  Personnel) 

Human Resources 1 Years from Date of 

Appointment 

Search Materials and 

Documents Supporting Hiring 

Selection Decisions Academic 

Personnel) 

Provost 1 Years from Date of 

Appointment 

SECTION VI(E) – OFFICE OF PURCHASING 

Warranties Purchasing At Date of Expiration 

Purchase Orders, Contracts, 

Purchase Agreements 

Purchasing Until Contract Has Been Fully 

Performed Plus 4 Years 

RFQ, RFP and Bids Purchasing 7 years 

SECTION VI(F) – PAYROLL OFFICE 
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Computer/Software Licenses Information Technology Term of License and 4 Years 

Computer System Access 

Requests 

Information Technology Termination of Employment 

plus 3 Years 

Network, Server and 

Application Access Logs 

Information Technology 
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Court Orders General Counsel
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President 
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Hazardous Waste Training 
Records 

Environmental Health and Safety 3 Years after Last Date of 
Employment 

Fume Hood Testing Records Environmental Health and Safety For life of Equipment 
(OSHA Technical Manual 

Best Practice) 
Inspection Reports and Incident 

Reports 
Environmental Health and Safety 5 Years 

Laboratory Analysis for 
Hazardous Waste 
Determinations 

Environmental Health and Safety For 5 years after last 
shipment of that waste 

stream 
Lead Notification and Disclosure 

for employees residing in pre-
1978 buildings) (Annual) 

Environmental Health and Safety 3 Years 

Lead Survey Records Environmental Health and Safety For the life of the building 
Medical Waste Generator 

Records 
Environmental Health and Safety 375 days from shipment 

date 
Personal Exposure Monitoring Environmental Health and Safety 30 Years after Last Date 

of Employment 
Pesticide Private Applicator 

License and Continuing 
Education Records 

Environmental Health and Safety 5 Years (submit records 
to RIDEM at end of 5 year 

period to receive new 
license) 

Pesticide Private Application 
Reports (Yearly Application) 

Environmental Health and Safety 2 Years from Each 
Application Date 


