Records Retention Schedule SSARC-932 (09/20)

Louisiana State Archives—Records Management
Louisiana Secretary of State e e
Post Office Box 94125, Baton Rouge, LA 70804 recrgl@sos.la.qov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
066.000 | University of Louisiana Monroe / VP for Business Affairs / Executive Director for X_RENEWAL
Auxiliary Enterprises & Student Services / WIDS (Warhawk 1D Services) § _ REPLACEMENT PAGE
-]
Item . i Retention Period 2| = 2 __ADDENDUM PAGE
Number Records Series Title Toral £ 8 % 5 R .
ota o = < el " emarks
In Office St L 9| ¢| =5 2
orage Retention < Ol >
1 Satellite Copier Center Accounts ACT +3 FY 0 ACT + 3 FY P 3 N I | ACT = until end of FY in which created or received.
2 Equipment Working Files PERM 0 PERM Pl R| N |V
3 Miscellaneous Working Files ACT +EFY o ACT +6 FY P S N I | ACT = until end of FY in which created or received.
4 Ledger Cards ACT+6FY o] ACT +6 FY P s N I | ACT = until end of FY in which created or received.
5 1D Replacement Receipts ACT + 3 FY 0 ACT +3 FY P ] N I | ACT = until end of FY in which created or received,
6 Activity Center ID's ACT +3 FY i} ACT +3FY P S N U | ACT = until end of FY in which created or received,
7 Warhawk Express Working Files ACT +3 FY 0 ACT+3FY P S N I | ACT = until end of FY in which created or received.
8 Meal Plan Audits ACT +3 FY 0 ACT +3FY P 3 N 1 | ACT = until end of FY in which created or received.
8 Meal Plan Cards ACT +3 FY 0 ACT +3FY P ] 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 LD . .
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ — Y®S ID — Identification
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 ldentification 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 Stale 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. Inciude brief
description of the technoiogy. (Ex. Scanned to OnBase). ya .

AN e— JAN 2 2 2024

f State, State Archives & Records Services Date Approved

Heathor £ Lolpfbon 1/10/2024

Agency Approval Date Signed Secretar



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 52 of 98

Indicate Use of Form

Agency No | Agency / Division / Section —_ORIGINAL SUBMISSION
066.000 | University of Louisiana Monroe / VP for Business Affairs / Assistant VP Budget & X_RENEWAL
Administration / Athletics Business Operations '.'? _ REPLACEMENT PAGE
o
il Retention Period -1 8 ADDENDUM PAGE
Number Records Series Title Total 2 3| & % = -
ota 3| 5| BE| 5 Remarks
In Office In S| E| 55 E
Storage Retention w | 4| vo| =
1 Home Footbalt Game Ticket Reconciliations ACT +6 FY 0 ACT+6FY M 5 N I | ACT = until end of FY in which created or received.
2 All Sports Game Contracts/ Agreements ACT +10 FY 0 ACT + 10 FY M 3 N | V | ACT = until end of FY in which contract lapses.
s Football Team Travel Expense Reporis ACT+6FY 0 ACT+6FY M L N | U | ACT = until end of FY in which created or received,
4 Football Home Game Officials Expense Vouchers ACT +3 FY 0 ACT +3 FY M| s N | | ACT = until end of FY in which created or received.
5 Baseball Home Game Umpire Payment Vouchers ACT +3FY 0 ACT +3FY M| S N I | ACT = until end of FY in which created or received.
. Athletic Department Surveys ACT +3 FY 0 ACT + 3 FY M| 8 N | U | ACT = until end of FY in which created or received.
7 Professional Service Contracts/ Agreements ACT +10FY 0 ACT +10 FY P 5 N I | ACT = until end of FY in which contract lapses.
8 Athletic Game Guarantees-Revenues ACT + 3 FY 0 ACT +3 FY M 8 N I | ACT = until end of FY in which created or received.
. Athletic Game Guarantees Paid Qut-Expenses ACT +3FY 0 ACT + 3 FY M| S N I | ACT = until end of FY in which created or received.
W R eI e A e = ACT + 3 FY 0 ACT+3FY | M | § | N | I | ACT = untilend of FY in which created or received.
Sheet
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviaticns
ACT - Active Period (when used define term in rermarks column) P — Public Record =
FY- Fiscal Year (July 1- June 30} M — May Contain Confidential Information VUGS
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 LGS LR
MO — Months WK — Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vil
PERM - Permanent (Life of State) LOA—Life of Agency S — Review by State Archives Sl
U= Useful

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).

O — Other (Specify in Remarks)

/)

Heathen £_Lolpsben

Agency Approval

1/10/2024

Date Signed

Sccretar

JAN 2 2 2024

f State, State 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

recrngt@sos.la.gov

SSARC-932 (09/20)

Page 53 of 98

indicate Use of Form

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
066.000 | University of Louisiana Monroe / VP for Business Affairs / Assistant VP Budget & ¥%_RENEWAL
Administration / Athletics Business Operations § _ REPLAGEMENT PAGE
]
Itern Retention Period =| 8 ADDENDUM PAGE
Number Records Series Title Total £ ¥ % = = -
ota 2| £ = Remarks
In Office oL S| | 55 3
Storage Retention w» | €| O >
e Travel Expense Reports — Athletic Director ACT +3FY 0 ACT +3FY M| S N [ U | ACT = until end of FY in which created or received.
L Brif:(‘;'of"pense Reports (ULMAF) - Athletic ACT + 3 FY 0 ACT+3FY | M | 8 | N | U | ACT = until end of FY in which created or received.
13 Travel Expense Reports — Men's Track ACT + 3 FY 0 ACT+3FY | M | 8 | N | U | ACT = until end of FY in which created or received.
14 Travel Expense Reports (ULMAF) — Men's Track ACT +3FY 0 ACT + 3 FY M| s N [ U | ACT = until end of FY in which created or received.
15 Grants-in-Aid — Men's Track ACT +6 FY 0 ACT +6 FY M s N V { ACT = until end of FY in which grant is closed.
16 National Letter of Intent — Men's Track ACT +B FY 0 ACT +BFY M| S N | V | ACT = until end of FY in which created or received.
17 Medical Records — Athletic Trainer ACT+7FY 0 ACT+7FY (65 S N V | ACT = until end of FY in which created or received.
18 Travel Expense Reports — Baseball ACT + 3 FY 0 ACT+3FY M| S N | U | ACT = uniil end of FY in which created or received.
ik Travel Expense Reports (ULMAF) - Baseball ACT +6 FY 0 ACT +6FY M| s N | U | ACT = until end of FY in which created or received.
20 National Letter of Intent - Baseball ACT +6 FY 0 ACT+6FY | M | § | N | V | 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 LD . . . .
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information ¥-Yes gl.‘hlllnl::;t?ol'llnwerslty of Louisiana Monroe Athletic
CY — Calendar Year (Jan 1 — Dec 31) G = 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) S G
series that contains born-digital or imaged records. Include brief

description of the technology. (Ex. Scanned to OnBase). /

Heathor £ Filohor

Agency Approval

1/10/2024

Daie Signed

Secretary

e
]

State, State Archives & Records Scrvices

JAN 2 2 2024

Date Approved




Records Retention Schedule SSARC-32 {09/20)

Louisiana State Archives—Records Management
Louisiana Secretary of State el Jel
Fost Office Box 94125, Baton Rouge, LA 70804 recmgl@sos.la.goy indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
066.000 | University of Louisiana Monroe / VP for Business Affairs / Assistant VP Budget & X_RENEWAL
Administration / Athletics Business Operations ﬁ _ REPLACEMENT PAGE
Q
Item Retention Period —| 8 ADDENDUM PAGE
Number Records Series Title o £1 3 % . — -
ota 5| = £l = emarks
In Office In 8| e| 55 S8
Storage Retention | €| DO >
21 Grants-in-Aid — Baseball ACT +6 FY 0 ACT+6FY M S N V| ACT = until end of FY in which grant is closed.
. Travel Expenses — Women's Track ACT +3FY 0 ACT +3 FY M| S N | U | ACT =until end of FY in which created or received.
23 Travel Expenses (ULMAF) — Women's Track ACT +3 FY o ACT + 3 FY M S N U | ACT = until end of FY in which crealed or received.
P
24 Grants-in-Aid — Women's Track ACT +6 FY 0 ACT+6 FY M ] N V | ACT = until end of FY in which grant is closed.
25 National Letter of Intents — Women's Track ACT +6 FY Q ACT+6FY M S N V | ACT = until end of FY in which created or received.
26 Travel Expenses — Men's Golf ACT +3 FY 0 ACT+3FY | M | S | N | U | ACT=uniiend of FY in which created or received.
27 Travel Expenses (ULMAF) — Men’s Golf ACT + 3 FY 0 ACT+3FY | M | 8 | N | U | ACT = untilend of FY in which created or received.
28 National Letter of Intent — Men's Golf ACT +8 FY 0 ACT+6FY M| s N [ V | ACT = until end of FY in which created or received.
20 Grants-in-Aid — Men’s Golf ACT +6FY 0 ACT +6 FY M s N V | ACT = until end of FY in which grant is closed.
. ﬁ‘gﬁ;’"s e DR Btolents SR SUERC I S 0 ACT+3FY | M | S | N |V | ACT = untit end of FY in which audited.
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 ) ) . .
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ ~ YeS ULMAF ~ University of Louisiana Monroe Athletic
CY - Calendar Year (Jan 1 — Dec 31) C — Confidential information N-No WBKB - Women’s Basketball
AY — Academic Year {Aug 1 — July 31) Archival Processing Codes Vital Record SOC - Soccer
FFY - Federal Fiscal Year (Oct 1 ~ Sept 30) A - Transfer to State Archives D SB — Softball
MO - Months WK — Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital E: :::T;';ba“
PERM - Permanent {Life of State) LOA — Life of Agency S — Review by State Archives '_= Impcfnrltant MBKE - Men’s Basketball
NOTE: Please put an asterisk (*) in the Remarks section for any record O — Other (Specify in Remarks) U= Useh
series that contains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase). ya a

Heather £ Lilphan 1/10/2024

Agency Approval Date Signed Secretary [t State, State Archives & Records Services Date Approved




Louisiana Stale Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

SSARC-932 (09/20}

Page 55 of 98

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 / Assistant VP Budget & X_RENEWAL
Administration / Athletics Business Operations _oé» __ REPLACEMENT PAGE
5]
ltem Retention Period = | 8 ADDENDUM PAGE
Number Records Series Title o £ 3 % . — = .
In 0 3| £ &8 5 emarks
In Office Storage Retention @ E a8| 5
31 Accounts Payable (ULMAF) - WBKB, SOC, SB, I . . .
TN, VB, & MBKB ACT + 3 FY 0 ACT +3FY M S N V | ACT = until end of FY in which audited.
32 gg"‘flr.athf/g‘, goh'}gg';tm“ Letters - WBKB, SOC, | ,or. s0py 0 ACT+10FY | M | S | N | 1 [ ACT = until end of FY in which contract lapses.
- 80
33 ?&I?\r}tgrys': I;:‘gﬂeaﬂy Control — WBKB, C. S8, ACT +3FY 0 ACT+3FY P S N | | ACT = until end of FY in which created or received.
34 NCAA Special Assistance Programs — WBKB, - . , .
SOC, SB, TN, VB, & MBKB ACT+6 FY 0 ACT+6FY M S N V | ACT = until end of FY in which created or received.
35 Zeh%ggsr' Expenses ~WBKB, SOC, 8B, TN, VB, | o7, 3y 0 ACT+3FY | M | 8 | N | V | ACT = until end of FY in which audited.
36 Cgﬁ&o&ﬁg;é"f""“atm” ~WBKB, SOC, 8B, TN, ACT + 3FY 0 ACT+3FY | P | S | N | U | ACT = untilend of FY in which created or received.
37 Graphic Services Requisitions — WBKB, SOC, SB, R L .
TN, VB, & MBKS ACT+3FY 0 ACT +3FY P S N U | ACT = until end of FY in which created or received.
38 Travel Advance & Expense Reports — WBKB, R . . .
S0C, SB, TN, VB, & MBKB ACT+3 FY 0 ACT +3FY M S N V | ACT = until end of FY in which audited.
39 \njeah};ge Requests — WBKB, SOC, SB, TN, VB, & ACT+3FY 0 ACT +3FY p 3 N U | ACT = until end of FY in which created or received.
40 3?&“35“”'”“ - WBKB, 50C, 8B, TN, VB, & ACT +6 FY 0 ACT+6FY | M | S | N | V| ACT = untitend of FY in which grant is closed.
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 Il.-'jtl;rnAdFat? ol;l1n|verS|ty of Louislana Monroe Athletic
CY — Calendar Year {Jan 1 — Dec 31) C - Confidential Information N-No WBKB - Women’s Basketball
AY — Academic Year {Aug 1 — July 31) Archival Processing Codes Vital Reco.rd $0C -~ Soccer
FFY — Federat Fiscal Year (Oct 1— Sept 30) A— Transfer to State Archives Identification Code SB - Softball
MO — Months WK — Week (Mon-Sun} DY - Day(s) R - Retain in Agency Archives V=Vital I::Li;’::ba”
PERM — Permanent {Life of State) LOA — Life of Agency S — Review by State Archives I = Important MBKE — Men’s Basketbali
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).

Aeattor £_Filpsor

Agency Approval

1/10/2024

Date Signed

e =

JAN 2 2 2024

Secretary

A

State, State Archives & Records Services

Date Approved




Records Retention Schedule

Lovuisiana 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 56 of 98

Indicate Use of Form

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
066,000 | University of Louisiana Monroe / VP for Business Affairs / Assistant VP Budget & X_RENEWAL
Administration / Athletics Business Operations % __ REPLACEMENT PAGE
[+}
ftem Retention Period = | 3 ADDENDUM PAGE
Number Records Series Title & s % & =
= ) —
In Office In Tota.l 8| €| 55 3 Remarks
Siorage Retentlon w < WO >
. National Letter of Intent ~ WBKB, SOC, SB, TN, ACT +6 FY 0 ACT+6FY | M | s | N | v | ACT =until end of FY in which created or received.
VB, & MBKB
42 Spreadsheet far Scholarships ACT +6 FY 0 ACT+6FY | M | S | N | V| ACT = until end of FY in which created or received.
43 Grants-in-Aid — Football ACT +6 FY 0 ACT+6FY | M | § | N | V | ACT = until end of FY in which grant is closed.
44 National Letter of Intent — Football ACT +6 FY 0 ACT +6 FY M s N V | ACT = until end of FY in which created or received.
= ULMAF Accounts Payable (other) ACT +3 FY 0 ACT+3 FY M| S N | V | ACT = until end of FY in which audited.
46 Football Recruiting and Travel Expenses ACT +3FY 0 ACT +3FY M| s N | V | ACT =until end of FY in which audited.

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 VL gtr&':t_l ol;niversity CULS R LR S E IR
CY — Calendar Year {Jan 1 - Dec 31} C — Confidential Information S0 WBKB - Women’s Basketball
AY — Academic Year (Aug 1— July 31) Archival Processing Codes Vital Record 80C - Soccer

FFY - Federal Fiscal Year (Oct 1 — Sept 30) A — Transfer to State Archives Hentification Code SB- Softl:tall

MO — Months WK ~ Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives VUL ;';'; - :e'l’l'"s .

PERM — Permanent (Life of State) LOA — Life of Agency S — Review by State Archives I = Important MB;B': ,::z?s S
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). /\ P

M&M

Agency Approval

10/2024

Date Signed

_JAN 2 ? 2024

tate, State 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

recmat@sos.da.gov

SSARC-932 (09/20)

Page 57 of 98

Indicate Use of Form

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
066.000 | University of Louisiana Monroe / VP for Business Affairs / Assistant VP Budget & X_RENEWAL
Administration / Budget Office § __REPLACEMENT PAGE
o
ltem - Retention Period | = | & ADDENDUM PAGE
Number Records Series Title o £l 3| ey =
ota 3 el =
In Office - 2| 8| 55 3 Remarks
Storage Retention w | €| do| >
L Correspondence Files - General ACT +5FY 0 ACT +5 FY M S N | | ACT = until end of FY in which created or received.
2 Budget Work Papers ACT + 10 FY PERM PERM M| R N | V | ACT = until end of FY in which created or received,
3 Fiscal Year Completed Budgets with Working PERM 0 PERM M| R N v
Documents
& Other University of Louisiana System Budgets PERM 0 PERM P R N |V
s Payroll Action Forms ACT +2FY 3FY ACT +5FY c|s N I | ACT = until end of FY in which created or received.
6 Fiscal Year-End Reports and Financial PERM 0 PERM p | R N | v
Statements
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations

ACT - Active Period {when used define term in remarks column)
FY- Fiscal Year (July 1- June 30}

CY — Calendar Year (dan 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

NQTE: Please put an aslerisk (*) 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).

P - Public Record

Use

M — May Contain Confidential Information Y —Yes
C - Confidential Information N-No
Archival Processing Codes Vital Record

A — Transfer to State Archives
R — Retain in Agency Archives
S - Review by State Archives

QO - Other (Specify in Remarks)

Identification Code
V= Vital

I = Important

U= Useful

Heathon £ Lrlposon

Agency Approval

1/10/2024

Date Signed

6%%/ W[Zw«—\

Secretary f State, State Archives & Records Services

JAN 2 2 2024

Date Approved




Records Retention Schedule

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

recmgl@sos.la.gov

SSARC-932 (09/20)

Page 58 of 98

Indicate Use of Form

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
066.000 | University of Louisiana Monroe / VP for Business Affairs / Controller / Accounts Payable X_RENEWAL
L]
'g _ REPLACEMENT PAGE
ltem Retention Period | @
Number Records Series Title toud %‘ S | 2 . __ADDENDUM PAGE
ota 3 E| 2= < Remarks
In Office B g1 e| 85 £
Storage Retention w| <| wO| >
1 Purchase Orders ACT + 2 FY 3FY ACT+5FY M S N U | ACT = until end of FY in which created or received.
2 Travel Reimbursement Files ACT +2FY 3FY ACT +5FY M S N U | ACT = until end of FY in which created or received.
3 1099's & Worksheets ACT+2FY PERM PERM cC R N V | 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 USRS
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 or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase). OnBase). /) ,

Aeather L Frloson

Agency Approval

1/10/2024

Date Signed

Ul —

Secretaryldf State, State Archives & Records Services

JAN 2 2 2024

Date Approved




Records Retention Schedule

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

recmat@sos.la.gov

SSARC-932 (09/20)

Page 59 of 98

Indicate Use of Form

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
066.000 | University of Louisiana Monroe / VP for Business Affairs / Controller / General X_RENEWAL
mecounting 8 __REPLACEMENT PAGE
o
ftem Retention Period = ADDENDUM PAGE
Number Records Series Title e -g‘ f: % . — - -
In o 3| 5| &8¢ emarks
Loy Storage | Retention 2| &| a3 S
1 Bank Reconciliations ACT +2FY 3FY ACT +5FY M S N V | ACT = until end of FY in which audited.
2 Unclaimed Property Report ACT +2FY 3FY ACT+5FY M| S N V | ACT = until end of FY in which audited.
3 Investment and Banking Documents ACT +5FY 10FY ACT=15FY C| S N U | ACT = until end of FY in which created or received.

Permitted Retention Period Abbreviations Security Status Codes State Records Center
ACT - Aclive Period (when used define termn 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 seclion 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 OnBasa), 7

Agency Abbreviations

Neathor £ Lilrhon 1/10/2024

Date Signed

Agency Approval

f State, State Archives & Records Services

JAN 2 2 2024

Date Approved




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

recmgt@sos ia.gov

SSARC-932 (09/20)

Page 60 of 98

Indicate Use of Form

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
066.000 | University of Louisiana Monroe !/ VP for Business Affairs / Controller / Student Accounts X_RENEWAL
o
'g __REPLACEMENT PAGE
ltem Retention Period =1 &
Number Records Series Title . .E' g | & . _ADDENDUM PAGE
ota 3| S| &= o Remarks
In Office s In ) 2| el 85| £
torage Retention w | <] wol >
L Bankruptcy Filing ACT +1FY 3FY ACT+4FY c| s N | U | ACT = until end of FY in which created or received.
2 Bankruptcy Discharge ACT +1 FY 3FY ACT+4FY Cjis N U | ACT = until end of FY in which created or received.
3 Statement of Account ACT + 2 FY PERM PERM c R N V| ACT = until end of FY in which created or received.
4 Collection Agency Status Reports ACT +2FY PERM PERM C|R N V [ ACT = until end of FY in which created or received.
5 Banner Check Register ACT +3 FY PERM PERM M R N V | ACT =until end of FY in which created or received.
6 Affidavit of Lost, Destroyed, or Stolen Checks ACT +1FY 2FY ACT +3FY M| S N | U | ACT = until end of FY in which created or received.
7 Numbered Adjustments Vioucher ACT+3FY PERM PERM M| R N | V | ACT =until end of FY in which created or received.
8 1098T ACT+1FY PERM PERM c R N V | ACT = until end of FY in which created or received.
9 Fee Schedule & Calendars ACT +10 FY PERM PERM P R N V [ ACT = until end of FY in which created or received,
10 Warhawk Express Cancellation Request ACT + 7 FY 0 ACT+7FY | ¢ | 8 | N | U | ACT=unti 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 WS
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 - Pemmanent (Life of State) LOA — Life of Agency S - Review by State Archives S el
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).

Heathor £ Lbrson 1/10/2024

Agency Approval Date Signed

JAN 22 2024

of State, State Archives & Records Services Date Approved




