The Administrative Records portion of the
manual has been updated

Please look under the General Schedules for
Community College Districts link above for the
most recently updated schedules.



The Admissions/Registrar portion of the manual
has been updated

Please look under the General Schedules for
Community College Districts link above for the
most recently updated schedules.
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RECORDS RETENTION AND DISPOSITION SCHEDULE

PAGE 1 of 1

ALL ARIZONA COMMUNITY COLLEGES

Function:
Curriculum Office

Pursuant to ARS §41-1351, the following retention periods represent the maximum time records may be kept. Unless records relate to pending or
current litigation, or are necessary for an audit, keeping records beyond their retention period is illegal. If you believe that special circumstances
warrant the extension of any of these retention periods that records should be kept longer than the period listed below or that any of these record
series may be appropriate for transfer to the Archives, please contact the Records Management Division to inquire about a change to the retention
period. Only the Records Management Division has the authority to extend records retention periods.

RETENTION (YR.) | REMARKS

RECORD SERIES R.S.
Code
1 Curriculum history files
2 College curriculum council minutes

Off. R.C. | Total (Include start point of retention.)

Perm | Consider microfilm after course is
discontinued

3 After calendar year prepared

Supersedes Schedule Dated:
April 26, 2000

Approved by:

X Gladysnn Wells

Director, Arizona State Library, Archives and Public Records

Approval Date:

November 15, 2002

INovember 2002




The Management Records portion of the
manual has been updated

Please look under the General Schedules for
Community College Districts link above for the
most recently updated schedules.
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RECORDS RETENTION AND DISPOSITION SCHEDULE
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Function:

ALL ARIZONA COMMUNITY COLLEGES EEO/Affirmative Action

Pursuant to ARS §41-1351, the following retention periods represent the maximum time records may be kept. Unless records relate to pending or
current litigation, or are necessary for an audit, keeping records beyond their retention period is illegal. If you believe that special circumstances
warrant the extension of any of these retention periods that records should be kept longer than the period listed below or that any of these record
series may be appropriate for transfer to the Archives, please contact the Records Management Division to inquire about a change to the retention
period. Only the Records Management Division has the authority to extend records retention periods.

RECORD SERIES R.S. RETENTION (YR.) | REMARKS
Code Off. R.C. Total (Include start point of retention.)
1 Training:
a. Training workshop files including 2 After calendar year workshop given
rosters, copies of content, etc.
b. Specialized training records 3 | After calendar year training given
2 Internal complaints 5 | After calendar year of complaint

3 ADA accommodation requests:

a. Employees 2 | After termination of employment
b. Students 2 After last academic year of enroliment
4 Monitoring of employment activity 3 | After calendar year created

including applicant tracking

NOTE: Some EEO records are listed
on the Human Resources schedule.

Supersedes Schedule Dated:

April 26, 2000
Approved by: Approval Date:
Director, Arizona State Library, Archives and Public Records November 15 ’ 2002

INovember 2002
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Figure 6
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