Records Management @ UCF: Records Retention and Disposition Process

This is meant to be a visual depiction of the RM process and is supplementary to the training materials.
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« Place record on hold.

* Retain until legal
timeframe expires.

Revisit when record is no

longer active or in use.
Does the record have archival or
historical value?

Is the record
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DETERMINE RETENTION PERIOD."

Use the longest retention period.
Contact RMLO for assistance as needed.

The record (1) is a duplicate/convenience copy or (2) has a
records retention of OSA (obsolete, superseded, or
administrative value lost).
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YES NO
STOP
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drafts, working documents. L f
What is the preferred format

( o - \ for record storage?

RECORD VALIDATION & GOVERNANCE REVIEW"* L

Consult with responsible leadership
[department/college/unit/division] and
subject matter experts (SMEs).

KEEP
CURRENT
FORMAT.

Is the record still needed for
active business purposes?

STOP
Store securely until
retention period is met.

CONVERTTO A
NEW FORMAT

FOR STORAGE.

Is this a Retrospective

Scanmng Project?

STOP %o (
Retain for

Business Need. YTS
Do Extended Retention ( STOP ) sTOP
policies apply? « Complete required form. Retain until

* Submit to RMLO and obtain approval
via returned form.

e A « Proceed with scanning, and after
YES NO conversion, dispose of source record
per policy.
* D final disposition in final
column of form and return to RMLO.
STOP ' "

Choose INITIATE DISPOSAL 2 requir PP to the
+ Retain record longer than minimum. PROCESS. \ new format. )
« Maintain record in approvod storage (See page 2.)

and it
* When ded r [busi

need ends, intiate dlsposal process.

disposal date.

*Use the following tools: State of Florida Department of Library and Information Services {(DLIS) retention schedules, statutory requirements (U.S./State), contractual obligations, federal or regulatory compliance (e.g., Institutional Review Board guldance), internal policy and guldelines, unit-specific schedules.

**Confirm records classification. Validate retention requirements. Ensure alignment with policy and standards and correct handling before disposition.



Records Management @ UCF: Disposition Process (Page 2)

This is meant to be a visual depiction of the RM process and is supplementary to the training materials.

Initiate Disposal Process

Confirm retention period has ended.

Ensure no legal holds apply.

Follow approved disposal workflow as outlined here.
Proceed with documentation disposition.

~

Complete Disposal Documentation

Fill out Records Disposition Request Form. (The records
custodian completes the form.)

The form must include these items:
e Record schedule number
e |tem number and title
¢ Inclusive dates, including month and year at a minimum
e Volume in cubic feet

At this stage do not fill out the disposition method or date
completed, and do not sign the form.

Submit the form to the Records Management Liaison Officer

(RMLO) for review. *

Secure Record Disposal

« Complete physical destruction or digital disposition.

J
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o Follow approved destruction methods.
e Ensure datais unrecoverable.

RECORDS DISPOSITION COMPLETE

Final Documentation
Disposition Confirmation

» Records custodian returns completed form to RMLO with
disposition method and dates and signs the form.

¢ Signed documentation is retained in both locations
(department and RMLO's Office) as proof of compliance.

v

( PROCESS COMPLETE )

*The RMLO does the following: reviews eligibility, confirms compliance requirements with DLIS minimum retention, provides formal approval via return of signed form.
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