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1.  PURPOSE

To publish the approved Delgado Record Retention Schedules.

SCOPE AND APPLICABILITY

Delgado Record Retention Schedules apply to all employees and operat-
ing units responsible for maintaining official College records.

POLICY

a. All College vital records and records having historical value
will be retained and protected.

b. Prime office space will not be used to house inactive records.

BACKGROUND

As part of Delgado's Records Management Program being developed under
the Title III Grant, an inventory of all campus and systems records
was completed in the latter part of 1984. This inventory identified
records created and maintained by each operational unit. Based on
this inventory, record retention schedules were developed.

Record retention schedules are an integral part of Delgado's Records
Management Program because they identify vital and historical records
which must be maintained and provide the legal authority to dispose of
records after they have met their required retention periods. The
Delgado Record Retention Schedules published by this issuance have
been approved by the Louisiana Archives and Records Service, Secretary
of State, and are the legal authority for the systematic disposition
of Delgado records.
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5. RESPONSIBILITIES

Each operating unit maintaining official College records will:

a. Establish new files each year according to that unit's needs;
j.e. academic year (Aug - July), fiscal year (Jul - Jun), or
calendar year (Jan - Dec).

b Systematically dispose of records in accordance with their ap-
proved retention schedules.
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Harry J. Boy€r
President

Distribution:
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cc: Board of Regents
Board of Trustees
President, Faculty Senate
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