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Presenter
Presentation Notes
A records retention schedule defines the period of time that records should be retained and when they should be destroyed. Various requirements based in law and university policy govern the retention of administrative records. A retention schedule is critical for promoting responsible records management, mitigating risk, and ensuring consistent compliance across UC. The University Records Management Committee (RMC) is charged by University policy, RMP-1, "University Records Management Program," with coordinating records management across the University to ensure that administrative records are appropriately managed and preserved, and can be retrieved as needed. The RMC is responsible for guiding University records management and privacy policy, developing and maintaining the universitywide records retention schedule, and developing guidelines and procedures supporting best practices and regulatory requirements.The committee is composed of the records management coordinator from each campus, the Lawrence Berkeley National Laboratory, Agriculture and Natural Resources, and the Office of the President, as well as four ex-officio members representing the General Counsel of The Regents, the UC Archivists Council, the University Auditor in the Office of the President, and the Chief Financial Officer in the Office of the President. Questions regarding the schedule should be directed to the appropriate campus records management coordinator.It is important for all members of the University community to adhere to the retention periods in the schedule (except in the cases of a records hold). The schedule serves as the lawful authorization for the disposition of records; consequences of not following the schedule may include court-imposed legal sanctions.
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Best viewed with Mozilla Firefox, 
Google Chrome, Safari, and IE9

UC’s retention schedule is at:
http://recordsretention.ucop.edu/

Presenter
Presentation Notes
The systemwide records retention schedule can be found on-line at http://recordsretention.ucop.edu.When you get to the web-site, you will notice that there is information about the schedule on the right hand side.  There is even a link to a webinar that will provide more information about how to use the schedule.It the bottom of the page, there is information about which web-browsers provide you with the best view of the schedule.Information about the schedule and how it differs from the previous schedule.  This “new” schedule format was rolled out on August 1, 2013.What’s new�To address problems with the previous schedule, particularly format and usability, the RMC decided to create a schedule that is simple to use and easy to update over time. The key attributes of the updated schedule are as follows:Functional categories - The RMC has defined broad categories of records tied to single-year retention periods, such as four years or five years, rather than identifying specific records and listing ranges of years. In this way, retention periods are tied to functions rather than a specific form or document. For example, if users want to find the retention period for an invoice, they will find it within the “Financial and Procurement Records” category. No office of record - The updated schedule will not list an "office of record" for each record category since this varies from campus to campus. Units that wish to list specific records or office of records may work with their campus records management cooredinator, who may create location-specific detail and resources to support implementation of the systemwide schedule. Maximum retention - The updated schedule provides maximum, or "absolute," retention periods, but also provides for exceptions as long as justification is given through a documented approval process. A maximum retention period means the records must be retained as long as the schedule indicates and then destroyed. Confidential and vital listings - The schedule indicates if there are confidential records or vital records in the record category. Vital records are records that are essential for an organization to continue business-crucial functions both during and after a disaster, e.g., patent license agreements or records that establish University ownership; as well as records that are essential to protect the rights of individuals and the organization, e.g., payroll records or human resources records. Rationale - Justifications for the published retention period are provided. Media neutral - The schedule is media neutral and applies to all records – electronic or paper. 



Some things to know about the schedule
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Presenter
Presentation Notes
In order to access the actual schedule, you will be able to use the functions on the right hand side.In the next few slides, we will provide you with examples.



How to use the schedule, 
navigating around
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Results here

Presenter
Presentation Notes
If you click on Print Full Schedule, the database will download a spreadsheet version of the schedule.  You may find it helpful to save the spreadsheet and delete the rows of the schedule that do not identify records that you have in your office.  This way you can customize the schedule to list only your records.  Be aware that the retention schedule is fluid, changes can occur whenever there is a change in a law or regulation, operational practices or other extenuating circumstances.  You will want to check the on-line schedule to see if there have been any changes before you use your customized schedule to destroy records with lapsed retention periods.



You will see all items in the schedule
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Presenter
Presentation Notes
When you want to see the entire schedule on-line, just click on the hyperlink that says “Full Schedule”.



Browsing the schedule
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Click on the category or categories you want. Click on Search.

Presenter
Presentation Notes
When you want to browse through different categories of the schedule, just click on the hyperlink that says “Browse by Category”.  The categories with numbers before them identify those parts of the schedule that have been updated.  We are still in the process of updating the schedule, so the number of categories and items in the schedule will change over time until we have completely updated the schedule.You can check as many categories as you wish to see, then click on the search button (or hit the enter key).



Type in keyword, then click on Search
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Presentation Notes
You do a search with a keyword.  You can even do Boolean searches.To match an exact phrase, use quotes around the phrase.Use a short term rather than a long phrase.Use wildcards. Broaden or narrow your search by including NOT, OR, or AND



Your results will be here
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Presenter
Presentation Notes
This is an example of what your results will look like when you view the schedule on-line, browse by categories or search for something.



Records Code – This helps you identify what you are looking 
at when talking with someone else. Updated items end with *.

Let’s discuss these columns
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Function – This is the broad category or 
batch for updated items.

Function Description – This 
provides you with a description 
of the function/batch.



And these columns
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Category – For updated items, this drills 
down into the batch to a sub-function.

Category Description – For updated 
items, this describes the sub-function. 

Sub-Category Title – When needed, this 
drills down into the sub-function to the 
specific records.



And finally, these columns
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Retention Period – This gives the 
retention period for the official 
record and all other copies.

Comments – This provides 
you with more detail about 
the records, the justification 
for the retention, whether they 
are confidential, vital or any 
other requirements.



Click on these hyper-links – all get 
the same extended results
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Click on the comments hyper-link –
get the comments
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Click on the comments hyper-link –
get the comments
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If you have questions, contact your local 
Records Management Coordinator:

http://www.ucop.edu/information-technology-services/initiatives/records-management/records-management-committee.html
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First Name Last Name Location Phone Email

Catherine Montano ANR (510) 987-0103 catherine.montano@ucop.edu

John Stoner LBNL (510) 486-6399 JWStoner@lbl.gov

Liane Ko UCB (510) 664-4615 lianeko@berkeley.edu

Lynette Temple UCD (530) 752-3949 lstemple@ucdavis.edu

Stephanie Tenney UCI (949) 824-3454 sktenney@uci.edu

Scott Monatlik UCLA (310) 794-6724 smonatilk@finance.ucla.edu

Eric Kalmin UCM (209) 285-8708 ekalmin@ucmerced.edu

Laurie Sletten UCOP (510)987-9411 laurie.sletten@ucop.edu

Bergis Jules UCR (951) 827-3254 bergis.jules@ucr.edu

Jennifer Lofthus UCSB (805) 893-7025 jennifer.lofthus@vcadmin.ucsb.edu

Diane Lallemand UCSC (831) 459-3411 diane@ucsc.edu

Paula Johnson UCSD (858) 534-2552 pjjohnson@ucsd.edu

Brenda Gee DePeralta UCSF (415) 476-4317 bgee@chanoff.ucsf.edu

http://www.ucop.edu/information-technology-services/initiatives/records-management/records-management-committee.html
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