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General Correspondence including
letters, memos, et:., not related to a
specific project or case (paper and/or
electronic)

a. Official Copy (signed original or
copy of signed criginal)

b. Finai Draft

¢. Earlier Drafts

E-mail

&, Records* {including sender and
receiver identification, time and date
sent and received, and complete
message) preserved and retained on
individual computers or on a server

b. Records* created with other software
transmitted via E-mail and maintained
on hard disk, floppy disk or on a server.
c. Records* {including sender and
receiver identification, time and date
sent and received, and complete
message) printed to paper and
preserved and retained in that form

d. Records” sent as attachments to E-
mail

&. Routine non-record communications

REMARKS
(Include start point of retention.)

3. LHRLY RS
RETENTION (YR.)
OHf. R.C. Tatal

2 - 2 | After created or received.
3mo - | 3mo | After official copy created.
- - - | After superseded.

Retain for the same length of time as
required for other forms of the same
record series.

Retain for the same length of time as
required for other forms of the same
record series. .

Rstain for the same length of time as
required for other forms of the same
record series.

Retain for the same length of time as
required for other foms of the same
record seties.

Retain until informational value has
been served or a maximum of three
months.

ala Litirary, Archives dnd:Fabik
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RECORD SERIES

f. E-mail data backups
g. Periodic printouts of E-mail

directories and distribution lists
h. Computer maintained E-mail
directories and distribution lists

" Meetling requirements of the definition
of racords per ARS 41-1350.
Transitory materials including
correspondence of limited reference
value, letters of transmittal and
informational bulletins {paper and/or
electronic)

Reference materials including duplicate
files or documents, periodicals,
catalogs, published reports, stc. (paper
and/or siectronic)

Working documents including notes,
drafts, feeder reports, etc. used in the
development of final or summary
records (paper and/or eiectronic)
Progress/activity reports (except official
agency annual reports) including
weekly or monthly reports to
supervisors and managers (paper
and/or electronic)

Office internal administrative records
inciuding non-policy work procedures,
office assignments, work schedules,
etc. (Paper and/or electronic)

All employee time and leave records
(unit of assignment copy only)

Financial records including order
requisitions, purchase orders, invoices,
cash receipts/tapes, documentation of
purchasing card purchases,
interdepartmental billings, telephone
records, eic. {paper and/or alectronic).
Travel ctaims and supporting
documentation

Employse personnel files (supervisor

copy)

AL
RETENTION (YR.)
off. ~ R.C  Total  (Include start point of retention,)
4 wks 4wks | After date backup was run.

3 - 3 | After updated or modified.
- - - | After updated or modified.
3mo - 3mo | After created or received. _

- After informationa! vaiue has been
served or a maxirmum of 3 years.

- | After completion of the finai record.

1 - 1 | After fiscal year created or compiled.

3 - 3 | After revised or discontinued.

1 - 1 - | After calendar year created.

St B R scheduy £g .
1 - 1 | After fiscal year created or received.
Orsginal velovids §yrs.
Pev ij\rw(&'\‘m\\ ny
Sunedad, .

2 - 3 | After fiscal year created or received.

6mo - 6mo | After farmination or transfer,
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12,

13.

14.

15.

16.

Org. Unit'Division

Em |

| Employee Assistance & Wellness

Vlce Presnden_t Adm_lmstratlon

Counseling Case Records —~ Aduits

Counseling Case Records — Minors

" CDL Records

Fitness for Duty Records

Certificates of Destruction
(departmental copy)

MC-3 Rl0T

7 - 7 | After last contact {per Arizona

. . * | *Three years after minor tums 18

5 - 5 Afier last contact and/or last dated
7 - 7 | After last contact (per NAU Affirmative

2 - 2 | After fiscal year records destroyad.

HpeTecoras T ykbekept. ‘umess SCOrGETaIE 1D - <

Psychologicail Association
requirements).

years of age or 7 years alter last
contact, whichever is longer (per
Arizona Psychological Association
requirements).

document (Federal Register Rules
and Regulations 382-401).

Action Office and NAU Legal
Counsel).




