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DEPARTMENT:  
OFFICE OF THE SUPERINTENDENT 
 

Records 
Series ID Description Schedule 

information Retention Disposition 

 MINUTES OF MEETINGS OF THE 
BOARD OF EDUCATION 

SA-1 DATED 
9/12/1985, 
ITEM S-1 

Permanent May transfer to 
State Archives 
after 1 year. 

 INDEX TO BOE MINUTES. SA-1 DATED 
9/12/1985, 
ITEM S-2 

Permanent  

 TAPES OF MINUTES. SA-1 DATED 
9/12/1985, 
ITEM S-3 

 Destroy 1 year 
after transcribed. 

 ANNUAL REPORT OF THE 
DEPARTMENT OF EDUCATION. 

SA-1 DATED 
9/12/1985, 
ITEM S-4 

Permanent Retain 1 copy in 
Master File. 
Submit 1 copy to 
the State 
Archives. 

 SPECIAL REPORTS ON PROJECTS 
OF THE DEPARTMENT. 

SA-1 DATED 
9/12/1985, 
ITEM S-5 

Permanent Retain 1 copy in 
Master File. 
Submit 1 copy to 
the State 
Archives. 

 SUPERINTENDENT’S CENTRAL 
FILES (A) SUSPENSE FILE 

SA-1 DATED 
9/12/1985, 
ITEM S-6 (a) 

 Destroy when 
approved copy 
returned. 

 SUPERINTENDENT’S CENTRAL 
FILES (B) REFERENCE FILE 

SA-1 DATED 
9/12/1985, 
ITEM S-6 (b) 

 Destroy 1 year 
old. 

 SUPERINTENDENT’S CENTRAL 
FILES (C) DAY FILE 

SA-1 DATED 
9/12/1985, 
ITEM S-6 (c) 

 Destroy 1 year 
old. 

 SUPERINTENDENT’S CENTRAL 
FILES (D) CORRESPONDENCE 
(follow file guide and subject headings 
list). 

SA-1 DATED 
9/12/1985, 
ITEM S-6 (d) 

Permanent May transfer to 
State Archives 
after 1 year old. 
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DEPARTMENT:  
OFFICE OF THE BUSINESS SERVICES, INFORMATON SYSTEMS BRANCH 
 

Records 
Series ID Description Schedule 

Information Retention Disposition 

 FEDERAL SURVEY CARDS 
(FEDERAL IMPACT AID), 1985 – 
present. 

SA-1 DATED 
9/14/1990 

5 years after the 
end of the fiscal 
year for which 
the funds were 
received. 
If records have 
been questioned 
on Federal audit 
or review, until 
the question is 
resolved. 

Retain in office 
for 1 year after 
the end of the 
fiscal year for 
which the federal 
funds were 
received.  May 
transfer to State 
Records Center 
for balance of 4 
years of 
retention. Notify 
agency prior to 
records 
destruction. 
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DEPARTMENT:  
OFFICE OF INSTRUCTIONAL SERVICES 
 

Records 
Series ID Description Schedule 

information Retention Disposition 

 SPECIAL EDUCATION PROGRAM 
PLACEMENT CONFIDENTIAL 
RECORDS.  
(a) Documentation to be maintained 
for the duration of person’s activity in 
program. May include: 
(1) Pre-placement evaluation. 
(2) Official evaluation for Program 
Placement (Form 46). 
(3) Parental Conference and Consent 
for Program Placement (Form 48) 
(4) Individualized Education Program 
(5) Consents for Services and 
Release of Information 
(6) Correspondence and 
Documentation re to: parental 
conferences, hearings, administrative 
review, civil action. 
(b) Evaluations, Assessments, 
Reports upon which official Evaluation 
for Placement is Based 
(1) Comprehensive Summaries of 
Evaluations and Reports. 
(2) Assessments/Evaluations. May 
include: Medical Assessments, 
Psychological Assessment, Family 
and Social History, Speech 
Assessment, Audiological 
Assessment, Classroom Assessment 
(3) Routine Correspondence relative 
to the assessment process, such as 
requests for data from outside 
agencies, scheduling of assessments, 
etc. 

SA-1 DATED 
6/5/1986 

Retain until 
child’s 22nd

Destroy after 
cited retention.  

birthday or upon 
parental request 
with Department 
consent. 

 INTELLECTUAL ASSESSMENT 
TEST RECORDS AND 
SUPPORTING MATERIAL, 1951- 
present. 

SA-1 DATED 
12/21/1971 

2 years after 
graduation or 
withdrawal or 20 
years after birth. 

Destroy after 
cited retention. 
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DEPARTMENT:  
OFFICE OF HUMAN RESOURCES 
 

Records 
Series ID Description Schedule 

information Retention Disposition 

 PERSONNEL RECORDS OF 
TEACHERS AND EDUCATIONAL 
OFFICERS, INCLUDING BOUND 
VOLUMES, 1973 to present. 

SA-1 DATED 
5/23/2005, 
ITEM 1 

30 years after 
termination, 
resignation or 
retirement. 

Closed inactive 
records may be 
stored in the 
State Records 
Center. Destroy 
after cited 
retention. 

 PERSONNEL RECORDS OF 
SUBSTITUTE TEACHERS, 
INCLUDING BOUND VOLUMES. 

SA-1 DATED 
5/23/2005 

10 years after 
termination. 

Closed inactive 
records may be 
stored in the 
State Records 
Centers.  Destroy 
after cited 
retention. 

 



 
DEPARTMENT OF EDUCATION  

RECORDS SERIES REPORT 
 

*RECORDS SERIES ID is for Records Management Branch use only.  
 

Created 4/2018  5 

 
DEPARTMENT:  
ADMINISTRATIVE DISTRICT OFFICES 
 

Records 
Series ID Description Schedule 

information Retention Disposition 

 APPLICATION FOR HIGH SCHOOL 
DIPLOMA, Form A.E. 25, 1946-
present.  

SA-1 DATED  
4/5/1972, 
ITEM 1 

 Microfilm 8 years 
after attainment 
of diploma & 
destroy original 
records. 

 G.E.D. OFFICIAL TEST SCORES OR 
TEST WORK SHEETS, 1946-
present. 

SA-1 DATED 
4/5/1972 

 Microfilm 8 years 
after attainment 
of diploma & 
destroy original 
records. 

 HIGH SCHOOL OR OTHER 
TRANSCRIPTS, 1946-present. 

SA-1 DATED 
4/5/1972 

 Microfilm 8 years 
after attainment 
of diploma & 
destroy original 
records. 

 COURSE COMPLETION CARDS, 
FORM A.E. 31, 1946-present. 

SA-1 DATED 
4/5/1972 

 Microfilm 8 years 
after attainment 
of diploma & 
destroy original 
records. 

 REPORT OF LOSS OR DAMAGE TO 
STATE-OWNED PROPERTY, FORM 
DOE E-9 

SA-1 DATED 
1/29/1979 

 DAA. 

 
 
 
DAA = Destroy 1 month after post-audit or 5 years after end of fiscal year, whichever is shorter; 
except that at least 20 days written notice will be given to State Comptroller before unaudited 
records are destroyed. Records subject to Federal audit will not be destroyed before such audit, 
unless authorized by Federal regulation. 
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DEPARTMENT:  
ADMINISTRATIVE DISTRICT OFFICES 
 

Records 
Series ID Description Schedule 

information Retention Disposition 

 STUDENT HEALTH RECORDS 
MAINTAINED BY THE DEPT. OF 
EDUCATION IN COOPERATION 
WITH DEPT. OF HEALTH, FAMILY 
HEALTH SERVICES DIVISION, 
SCHOOL HEALTH BRANCH. 
STANDARD STUDENT ACCIDENT 
REPORT (COPY). 

SA-1 DATED 
8/31/1979 

Office of 
Business 
Services, School 
Security and 
Safety – until no 
longer useful 
after 
summarized. 
 
District Offices – 
2 years. 
 
Principal’s Office 
– 5 years. 

Destroy after 
cited retention. 

 STUDENT HEALTH RECORDS 
MAINTAINED BY THE DEPT. OF 
EDUCATION IN COOPERATION 
WITH DEPT. OF HEALTH, FAMILY 
HEALTH SERVICES DIVISION, 
SCHOOL HEALTH BRANCH. 
SCHOOL INSPECTION CHECKLIST. 

SA-1 DATED 
8/31/1979 

Principal’s Office 
– until 
superseded, 
outdated or no 
longer of use. 

Destroy after 
cited retention. 

 STUDENT HEALTH RECORDS 
MAINTAINED BY THE DEPT. OF 
EDUCATION IN COOPERATION 
WITH DEPT. OF HEALTH, FAMILY 
HEALTH SERVICES DIVISION, 
SCHOOL HEALTH BRANCH. 
HEALTH HISTORY CHECKLIST. 

SA-1 DATED 
8/31/1979 

Counselor’s 
Office, 
Intermediate & 
High Schools 
Teacher, 
Elementary 
School – until 
superseded. 

Destroy after 
cited retention. 

 STUDENT HEALTH RECORDS 
MAINTAINED BY THE DEPT. OF 
EDUCATION IN COOPERATION 
WITH DEPT. OF HEALTH, FAMILY 
HEALTH SERVICES DIVISION, 
SCHOOL HEALTH BRANCH. 
HEALTH CENTER CARD. 

SA-1 DATED 
8/31/1979 

2 years after 
child passes last 
grade level at 
school. Need not 
use this form for 
either Health 
Room Card or 
Health Room Log 
is used. 

Destroy after 
cited retention. 
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DEPARTMENT:  
ADMINISTRATIVE DISTRICT OFFICES 
 

Records 
Series ID Description Schedule 

information Retention Disposition 

 AUTHORIZATION TO OPEN 
CLASSES, FORM AE 1. 

SA-1 DATED 
12/10/1980, 
ITEM 1 

1 month after 
past audit or 5 
years after end of 
fiscal year, 
whichever is 
shorter; except 
that at least 20 
days written 
notice will be 
given to the State 
Comptroller 
before unaudited 
records are 
destroyed.  
Records subject 
to Federal Audit 
will not be 
destroyed before 
such audit, 
unless authorized 
by Federal 
regulation. 

Destroy after 
cited retention. 
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DEPARTMENT:  
ADMINISTRATIVE DISTRICT OFFICES 
 

Records 
Series ID Description Schedule 

information Retention Disposition 

 TEACHER REPORT FOR 
ATTENDANCE, FORM AE 2. 

SA-1 DATED 
12/10/1980, 
ITEM 2 

1 month after past 
audit or 5 years 
after end of fiscal 
year, whichever is 
shorter; except that 
at least 20 days 
written notice will 
be given to the 
State Comptroller 
before unaudited 
records are 
destroyed.  
Records subject to 
Federal Audit will 
not be destroyed 
before such audit, 
unless authorized 
by Federal 
regulation. 

Destroy after 
cited retention. 

 STUDENT REGISTRATION FORM, 
AE 3. 

SA-1 DATED 
12/10/1980, 
ITEM 3 

1 month after past 
audit or 5 years 
after end of fiscal 
year, whichever is 
shorter; except that 
at least 20 days 
written notice will 
be given to the 
State Comptroller 
before unaudited 
records are 
destroyed.  
Records subject to 
Federal Audit will 
not be destroyed 
before such audit, 
unless authorized 
by Federal 
regulation. 

Destroy after 
cited retention. 
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DEPARTMENT:  
SCHOOLS 
 

Records 
Series ID Description Schedule 

information Retention Disposition 

 STUDENT BODY COMMITTEE 
REPORTS, MINUTES AND YEARLY 
SUMMARIES. 

SA-1 DATED 
1/6/1984, 
ITEM 61 

3 years. Destroy after 
cited retention. 

 ANNOTATED BALLOTS. SA-1 DATED 
1/6/1984, 
ITEM 62 

1 year. Destroy after 
cited retention. 

 SCHOOL REGISTERS OF (PUPIL) 
ATTENDANCE. 

SA-1 DATED 
1/6/1984, 
ITEM 6 

5 years. Destroy after 
cited retention. 

 TEACHERS’ INDIVIDUAL FOLDERS. SA-1 DATED 
1/6/1984, 
ITEM 8 

 Transfer with 
teacher. Give to 
teacher upon 
termination. 

 STUDENTS’ TRACER CARDS, 
FORM 12A, 13A. 

SA-1 DATED 
1/6/1984, 
ITEM 47 

 Destroy 1 year 
after student 
leaves school. 

 ROSTERS OF SCHOOL 
DROPOUTS. 

SA-1 DATED 
1/6/1984, 
ITEM 53 

 Retain until 
student attains 
age 20. 

 REQUEST FOR REPLACEMENT OR 
ADDITIONAL LARGE EQUIPMENT, 
FORM SL-18. 

SA-1 DATE 
11/7/1983, 
ITEM 1 

 DAA. 

 ACCOUNT PAYABLE FORM, SL-3A. SA-1 DATE 
11/7/1983, 
ITEM 2 

 DAA. 

 REPORT OF FOODS/SUPPLIES 
USED FOR EMERGENCY FEEDING, 
FORM SL-4F. 

SA-1 DATE 
11/7/1983, 
ITEM 3 

 DAA. 

 CERTIFICATE, FORM SL-5A(11). SA-1 DATE 
11/7/1983, 
ITEM 4 

 DAA. 
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DEPARTMENT:  
SCHOOLS 
 

Records 
Series ID Description Schedule 

information Retention Disposition 

 CERTIFICATE, FORM SL-5A(111.) SA-1 DATED 
11/7/1983, 
ITEM 5 

 DAA. 

 ALLOCATIONS FOR FEDERAL 
COMMODITIES. 

SA-1 DATED 
11/7/1983, 
ITEM 6 

 DAA. 

 APPLICATION FOR FREE MEALS / 
MILK. 

SA-1 DATED 
11/7/1983, 
ITEM 7 

 DAA. 

 SERVING KITCHEN DAILY 
RECORDS. 

SA-1 DATED 
11/7/1983, 
ITEM 8 

 DAA. 

 MENU PLANNING WORKSHEET. SA-1 DATED 
11/7/1983, 
ITEM 9 

 DAA. 

 REQUEST FOR SCHOOL LUNCH 
SERVICES, EQUIPMENT, REPAIR 
AND SUPPLIES, FORM SL-2, 1967-
present. 

SA-1 DATED 
6/12/1974, 
ITEM 1 

 DAA. 

 REQUEST FOR REPLACEMENT OR 
ADDITIONAL “C” EQUIPMENT, 
FORM SL-1A, 1967-present. 

SA-1 DATED 
6/12/1974, 
ITEM 2 

 DAA. 

 PURCHASE REQUISITION, FORM 
SL-2, 1967- present. 

SA-1 DATED 
6/12/1974, 
ITEM 3 

 DAA. 

 INVOICE TRANSMITTAL FORM, 
FORM SL-3, 1967- present. 

SA-1 DATED 
6/12/1974, 
ITEM 4 

 DAA. 

 PERPETUAL INVENTORY CARDS, 
FORM SL-4A, 1967- present 

SA-1 DATED 
6/12/1974, 
ITEM 5 

 DAA. 

 



 
DEPARTMENT OF EDUCATION  

RECORDS SERIES REPORT 
 

*RECORDS SERIES ID is for Records Management Branch use only.  
 

Created 4/2018  11 

 
DEPARTMENT:  
SCHOOLS 
 

Records 
Series ID Description Schedule 

information Retention Disposition 

 MONTHLY INVENTORY OF 
FEDERAL COMMODITIES, FORM 
SL-4A, 1967 to present. 

SA-1 DATED 
6/12/1974, 
ITEM 6 

 DAA. 

 TRANSFER OF DONATED USDA 
COMMODITIES, FORM SL-4B, 1967-
present. 

SA-1 DATED 
6/12/1974, 
ITEM 7 

 DAA. 

 DISTRIBUTION ANNOUNCEMENT, 
FORM SL-4C, 1967 to present. 

SA-1 DATED 
6/12/1974, 
ITEM 8 

 DAA. 

 FORM FOR REPORTING LOSS OR 
DAMAGE TO FEDERAL 
COMMODITIES, FORM SL-4D, 1967- 
present. 

SA-1 DATED 
6/12/1974, 
ITEM 9 

 DAA. 

 MONTHLY ORDERS FROM STATE 
RESERVE ACCOUNT, FORM SL-4E, 
1967-present. 

SA-1 DATED 
6/12/1974, 
ITEM 10 

 DAA. 

 COMPUTATION OF 
DAILY/MONTHLY LUNCH 
TRANSACTION, FORM SL-5, 1967-
present. 

SA-1 DATED 
6/12/1974, 
ITEM 11 

 DAA. 

 CERTIFICATE, FORM SL-5A, 1967-
present. 

SA-1 DATED 
6/12/1974, 
ITEM 12 

 DAA. 

 SCHOOL LUNCH MONTHLY 
RECORD AND CLAIM FORM, SL-6, 
1967-present. 

SA-1 DATED 
6/12/1974, 
ITEM 13 

 DAA. 

 WORKSHEET FOR REPORTING 
LOSS OR DAMAGE TO 
PURCHASED FOOD AND SUPPLY, 
FORM SL-8, 1967-present. 

SA-1 DATED 
6/12/1974, 
ITEM 14 

 DAA. 

 FORM FOR REPORTING LOSS OR 
DAMAGE TO PURCHASED FOOD 
AND SUPPLY, FORM SL-8, 1967-
present. 

SA-1 DATED 
6/12/1974, 
ITEM 15 

 DAA. 
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DEPARTMENT:  
SCHOOLS 
 

Records 
Series ID Description Schedule 

information Retention Disposition 

 MONTHLY REPORT OF FOREIGN 
PRODUCTS PURCHASED, FORM 
SL-9, 1967-present. 

SA-1 DATED 
6/12/1974, 
ITEM 16 

 DAA. 

 PAYROLL EXPLANATORY SHEETS 
FOR SUBSTITUTES USED FOR 
PAYROLLS. 

SA-1 DATED 
9/10/1973, 
ITEM 1. 

 DAA. 

 BUREAU OF WORKER’S 
COMPENSATION FORMS 

SA-1 DATED 
9/10/1973, 
ITEM 2. 

 Destroy 1 year 
after final 
payment and 
DAA. 

 PRINCIPALS’ MONTHLY AND 
ANNUAL FINANCIAL REPORTS. 

SA-1 DATED 
9/10/1973, 
ITEM 3. 

Retain a master 
set.  

Destroy copies 
when no longer 
needed for 
administrative 
purposes. 

 MINUTES OF THE FINANCE 
COMMITEES AND THE ATHLETIC 
BOARDS. 

SA-1 DATED 
9/10/1973, 
ITEM 4.  

 DAA. 

 APPLICATION FOR THE USE OF 
AUDITORIUM, CLASSROOMS, 
PLAYGROUND, ETC. 

SA-1 DATED 
9/10/1973, 
ITEM 5. 

 DAA. 

 PAID INVOICES AND STATEMENTS 
WITH DOE PURCHASE ORDERS, 
SCHOOL DISBURSEMENT 
RECORDS, JOURNAL VOUCHERS 
AND DUPLICATE VOUCHER 
CHECKS FOR PURCHAES PAID BY 
NON-APPROPRIATED FUNDS. 

SA-1 DATED 
9/10/1973, 
ITEM 6 

 DAA. 

 CHECK REGISTERS. SA-1 DATED 
9/10/1973, 
ITEM 7. 

 DAA. 

DAA = Destroy 1 month after post-audit or 5 years after end of fiscal year, whichever is shorter; 
except that at least 20 days written notice will be given to State Comptroller before unaudited 
records are destroyed. Records subject to Federal audit will not be destroyed before such audit, 
unless authorized by Federal regulation. 
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DEPARTMENT:  
SCHOOLS 
 

Records 
Series ID Description Schedule 

information Retention Disposition 

 SCHOOL SALES INVOICES AND 
CERTIFIED BILLS FOR 
COLLECTION. 

SA-1 DATED 
9/10/1973, 
ITEM 8. 

 DAA. 

 DUPLICATE VOUCHER CHECKS. SA-1 DATED 
9/10/1973, 
ITEM 9. 

 DAA. 

 PURCHASE ORDER BOOKS 
(TRIPLICATE). 

SA-1 DATED 
9/10/1973, 
ITEM 10. 

 DAA. 

 RECEIPTS AND DISBURSEMENTS 
JOURNALS AND LEDGERS. 

SA-1 DATED 
9/10/1973, 
ITEM 11. 

 DAA. 

 PURCHASE ORDER AND INVOICES 
(APPROPRIATED AND TRUST 
FUNDS). 

SA-1 DATED 
9/10/1973, 
ITEM 12. 

 DAA. 

 DAILY RECAPITULATION 
SUMMARIES OF RECEIPTS AND 
DISBURSEMENTS. 

SA-1 DATED 
9/10/1973, 
ITEM 13. 

 DAA. 

 RECEIPTS FOR COLLECTIONS 
THROUGH SCHOOL BUSINESS 
OFFICES. 

SA-1 DATED 
9/10/1973, 
ITEM 14. 

 DAA. 

 SUBSIDIARY RECEIPTS USED BY 
TEACHERS FOR CLASSROOM 
COLLECTIONS. 

SA-1 DATED 
9/10/1973, 
ITEM 15. 

 DAA. 

 STUDENTS’ FINANCIAL CARDS OF 
PAYMENTS FOR STUDENTS’ 
DUES, ETC. 

SA-1 DATED 
9/10/1973, 
ITEM 16. 

 DAA. 

 DUPLICATE VOUCHER CHECKS. SA-1 DATED 
9/10/1973, 
ITEM 17. 

 DAA. 
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DEPARTMENT:  
SCHOOLS 
 

Records 
Series ID Description Schedule 

information Retention Disposition 

 R.O.T.C. DEPOSIT AND REFUNDS 
RECORDS. 

SA-1 DATED 
9/10/1973, 
ITEM 17. 

 DAA. 

 CAFETERIA DAILY CASH 
REPORTS. 

SA-1 DATED 
9/10/1973, 
ITEM 18. 

 DAA. 

 ARMORED CAR RECEIPTS FOR 
BANK DEPOSITS. 

SA-1 DATED 
9/10/1973, 
ITEM 19. 

 DAA. 

 DAILY BANK DEPOSIT SLIPS. SA-1 DATED 
9/10/1973, 
ITEM 20. 

 DAA. 

 CANCELLED CHECKS AND BANK 
STATEMENTS. 

SA-1 DATED 
9/10/1973, 
ITEM 21. 

 DAA. 

 INVENTORY CARDS. SA-1 DATED 
9/10/1973, 
ITEM 22. 

 Destroy when 
equipment is 
disposed of. 

 [IBM] FINANCIAL REPORTS 
(APPROPRIATED FUNDS). 

SA-1 DATED 
9/10/1973, 
ITEM 23. 

1 year. Destroy after 
cited retention. 

 QUARTERLY CHANGES IN STATE 
INVENTORIES. 

SA-1 DATED 
9/10/1973, 
ITEM 24. 

 Destroy when 
posting to annual 
detailed 
inventory printout 
is verified. 

 FEDERAL AND STATE 
WITHHOLDING TAX RETURNS 
WITH OFFICIAL RECEIPTS. 

SA-1 DATED 
9/10/1973, 
ITEM 25. 

 Destroy when 10 
years old. 

DAA = Destroy 1 month after post-audit or 5 years after end of fiscal year, whichever is shorter; 
except that at least 20 days written notice will be given to State Comptroller before unaudited 
records are destroyed. Records subject to Federal audit will not be destroyed before such audit, 
unless authorized by Federal regulation. 
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DEPARTMENT:  
SCHOOLS 
 

Records 
Series ID Description Schedule 

information Retention Disposition 

 DUPLICATE INDIVIDUAL TAX 
RECEIPTS AND EXEMPTION 
CERTIFICATES. 

SA-1 DATED 
9/10/1973, 
ITEM 26. 

 Destroy when 10 
years old. 

 CAFETERIA OPERATIONAL 
RECORDS. 

SA-1 DATED 
9/10/1973, 
ITEM 27. 

 DAA. 

 CASHIERS’ DAILY CASH 
REPORTS. 

SA-1 DATED 
9/10/1973, 
ITEM 28. 

 DAA. 

 SURPLUS COMMODITY CARDS 
AND PERPETUAL INVENTORY 
RECORDS. 

SA-1 DATED 
9/10/1973, 
ITEM 29. 

 DAA. 

 STUDENTS’ SCHOLASTIC 
REPORTS: (A)  
FORM 12, SECONDARY 
CUMULATIVE RECORD 
FORM 12B, STANDARDIZED TEST 
RECORD CARD, SECONDARY 
FORM 13, ELEMENTARY 
CUMULATIVE RECORD 
FORM 13B, STANDARDIZED TEST 
RECORD CARD, ELEMENTARY  
OR RECORDS EQUIVALENT TO 
THOSE LISTED ABOVE, WHEN 
FORMS ARE NOT ON FILE. 

SA-1 DATED 
12/15/1966, 
ITEM 46  

 Microfilm 8 years 
after graduation 
or withdrawal 
and destroy 
original. 

 STUDENTS’ SCHOLASTIC 
REPORTS: (B) ALL OTHER 
RECORDS FILED IN STUDENT 
RECORD FOLDERS. 

SA-1 DATED 
12/15/1966, 
ITEM 46 

 Destroy 8 years 
after graduation 
or withdrawal. 

 
*DAA = Destroy 1 month after post-audit or 5 years after end of fiscal year, whichever is shorter; 
except that at least 20 days written notice will be given to State Comptroller before unaudited 
records are destroyed. Records subject to Federal audit will not be destroyed before such audit, 
unless authorized by Federal regulation. 
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