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University Records Retention Schedule 
 
The University Records Retention Schedule provides the following information (see Figure 1 for example): 
 

1. Record Series Title—Function/Purpose. Title and description of each record series. 

2. Official Copy. Which office(s) are responsible for the official (primary) copies for the University.  

3. Retention and Disposition Action. States how long the record should be kept, the trigger event for 
starting retention period, and disposition action. 

4. Other Copies. Some records series may have secondary (duplicate) copies held by offices other than 
where the official copies are held. 

5. Other Copies Retention and Disposition. Retention and disposition action for secondary copies that 
have a retention period other than “retain for administrative purposes served, then destroy.” 

6. Records Series Identifier and Location. Each records series is assigned a disposition authority 
number (DAN). The DAN and the records retention table the records series resides in is noted at the 
bottom of each records series entry. 
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Department Records Retention Schedules 

Many records are maintained by just one University office or department. Those records series are located on 
unique department records retention schedules. (See Figure 2). Not all offices require a department records 
retention schedule. Refer to Department Records Retention Schedules for the entire list. 
 
 

 
Create an “In-House” Schedule for Quick Reference 
 
The entire all-University Records Retention Schedule is available in a read-only Word file that may be 
downloaded and used to create an “in-house” quick reference schedule that includes only the records series 
that department or office maintains. Perform the following steps to create an in-house quick reference 
schedule. 
 

1. Download and open the University Records Retention Schedule. 

2. Locate the records series on the University schedule that your office retains, copy and paste the record 
series information over to your own in-house schedule.   

3. If your department has a unique department schedule, add the records series from it on your in-house 
quick reference schedule, also. 

Important!   To ensure the in-house quick reference schedule is accurate at all times, always refer to the 
official University and department records retention schedules before disposing of or transferring any records 
held by the department. 

Need More Information? 

Contact: Policies, Records, and Forms; telephone 509-335-2005; e-mail policies@wsu.edu. 
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