Records Retention Schedule

Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Hitp/iwww.sos Ja.gov

S5 ARC 932 (10/19)

Page 1  of 13 R2019-759

AM

Indicate Use of Form

s ; ORIGINAL SUBMISSI
Agency No | Agency / Division / Section ;RENEWAL on
472.000 | LSU Health Sciences Center New Orleans / Educational Records -
2 __REPLACEMENT PAGE
] ADDENDUM PAGE
Item . ; Retention Period 2l sl 8 e
Number Records Series Title oy £1 2 :::. 5
ota = L Remarks
In Office s In . 8| | 8§ &
torage Retention W< nol 5
1 Studen§ Academic Records including transcripts, PERM PERM c Ir N v
evaluations and competency assessments
2 Change of Grade Forms ACT + 1 AY ACT + 1 AY c ls IN v .:il”l;élnhl end of AY in which student is no longer
3 Class Lists PERM PERM ¢ IR IN i
4 Grade Sheets PERM PERM c |R |N |1
? Graduation Lists PERM PERM P {R [N v
6 Holds on actions such as grades, registration and P : ; ) )
transcripts, due to obligations not being met ACT +1AY ACT+1AY |M |5 |N y | ACT = Untitend of AY in which audited or legal hold is
2 : released.
{financial aid, fines, health, etc.)
7 Catalogs PERM PERM P IR |N |1
8 Commencement Programs PERM PERM P R N U
9 Degree Statistics PERM PERM P R N I
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information ¥ Yes
CY - Calendar Year (Jan 1 ~ Dec 31) C ~ Confidential Information N-No
AY - Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A - Transfer to State Archives Identification Code
MO - Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vial
PERM — Permanent S - Review by State Archives t= Important
U= Useful

** = May be part of an Imaging/Electronic Exception.
At = May be part of an Imagiﬂg@ectmnic Survey.

E- Review by State Archives/Electronic
O - Other {Specify in Remarks)

e

Agency Approval

1/efe03d

Date Signed

/-7-26Zo

cretar\f of State,

late A:c 1ves & Records Services

Date Approved




Records Retention Schedule

Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Hitp:iiwww.sos la.gov

S8 ARC 932 (10/19)

Page 2 of 13

Indicate Use of Form
__ORIGINAL SUBMISSION

Agency No | Agency / Division / Section
| LSU Health Sciences Center New Orleans / Educational R d 2. RENENA]
: s ucational Records
472.000 & __REPLACEMENT PAGE
8 ADDENDUM PAGE
Item _— Retention Period 2l sl & N
Number Records Series Title e o g 13:) = z
o £ Bel emarks
In Office in ) 2| B 25| B
Storage Retention w < | B >
0 Enroliment Statistics PERM PERM P IR IN
L Race / Ethnicity Statistics PERM PERM P |R |N
12 Class Schedules PERM PERM P |R |N
13 FERPA PERM PERM M R [N
14 Applications and admission materials for students ACT + 5 AY ACT + 5 AY c |ls IN ACT = Until end of AY in which student is no longer
that are accepted enrolled.
15 Applications and admission materials for students ACT = Until end of AY in which student is denied
that are not accepted or opt not to attend i ialiianl i N admission or opts not to attend.
16 Letters of Recommendation for Applications ACT + 6 MO ACT+6MO |M |S |N |V ‘:;;i:sz’;m end of AY in which audited or denied
17 Campus-based aid and loans; Pell programs and ACT + 3 AY ACT + 3 AY c s N y | ACT = Until end of AY in which award of loan was
FISAP records made.
18 ; ACT = Until end of the CY in which the loan is repaid,
Perkins Loans AR ACT +3CY e = N i cancelled, or assigned to the US Dept. of Education
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential information Y-Yes FERPA = Family Educational Rights and Privacy
CY - Calendar Year (Jan 1 — Dec 31) C - Confidential Information M- Na Act
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record ) ) )
FFY — Federal Fiscal Year (Oct 1 — Sept 30) At s Sta Arehives Identification Code :’;Spﬁ;ﬁ:t;if:::;at Operations Report and Application
MO - Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives Lk
PERM ~ Permanent S — Review by State Archives I = Important
** = May be part of an imaging/Electronic Exception £- Review by State Archives/Electronic U= Useful
A = May be part of an Imaging/Electronic Survey. O — Other (Specify in Remarks) )

e

Agency Approval

e f202

Date Signed

Secretary of State, #

[~ 7- oo

%,/ ﬂfm

tate Archives & Records Services

Dute Approved




Records Retention Schedule

Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Hittp:/fwwwe. sos Ja.gov

55 ARC 932 (10/19)

Page 3 of 13

indicate Use of Form

ORIGINAL SUBMISSION
Agency No | Agency / Division / Section ;MRENEWAL M
472.000 | LSU Health Sciences Center New Orleans / Educational Records L
; | g —.REPLACEMENT PAGE
£
2 ADDENDUM PAGE
Item Retention Period | 2 —
Number Records Series Title sy 2 g % Py = :
ota 21 E| 8¢ = emarks
In Office i . §1 | g 8
Starage Retention o) <L no >

19 Federal Family Education and Federal Direct ) R .
Loans (documents related to student or parent ACT +3AY ACT+3AY (C |S§ N |V ‘gﬁ;e"; :r?g“i‘; end of the AY in which student is no
borrower’s eligibility and participation) '

20 , . o w ACT = Until end of the AY in which the student last
All other Financial Aid documents ACT + 3 AY ACT +3AY C |S [N V1 attended or reports were submitted to funding sources.

21 Studen: avafuatjogss including tests, quizzes, ACT ACT c |s N v | ACT = Until end of FY after which student is no longer
assignments, clinic grade sheets, efc. enrolled.

22 Student competency records for accreditation ACT + 10 AY ACT + 10 AY C 5 N V| ACT = End of AY in which the records are created.

= Non-degree related training and educational ACT +3 CY ACT+3CY |M |S |N | U |ACT=Endof Y inwhich the records are created,
program materials

24 International student records. (See 22 CFR ACT = Until the end of the AY in which student is no
62.10(g) and 8 CFR 214.3(g)) i RETREAT JE 1B N BN | pneranialed

Permitted Retention Period Abbreviations

ACT ~ Active Period (when used define term in remarks column)
FY- Fiscal Year (July 1- June 30)

CY - Calendar Year (Jan 1 - Dec 31)

AY — Academic Year (Aug 1 - July 31)

FFY — Federal Fiscal Year (Oct 1 - Sept 30)

MO ~ Months WK —Week (Mon-Sun) DY - Day(s)

PERM ~ Permanent

** = May be part of an Imaging/Electronic Exception,

M = May be part of an Imaging/Electronic Survey.

Security Status Codes

State Records Center

E- Review by State Archives/Electronic
O — Other (Specify in Remarks)

i)

P — Public Record Use

: : g Y -Yes
M — May Contain Confidential information
C — Confidential Information N-No
Archival Processing Codes Vital Record
A — Transfer to State Archives tdentiitoation Code
R — Retain in Agency Archives ol Wikt
S — Review by State Archives I = Important

U= Useful

Agency Abbreviations

o ~
a4 %

Agency Approval

/e fr029)

Date Signed

retary of %um St Axdmm & Reco;de Services

4/ O

/-7 Cbdo

Date Approved




Louisiana Secretary of State
Division of Archives, Records Management and History
FPost Office Box 84125, Baton Rouge, LA 70804

Records Retention Schedule

Hitp:/iwww. sos la.gov

85 ARC 932 (10/19)

Page 4 of 13

indicate Use of Form

o - QORIGINAL SUBMISSION
Agency No | Agency / Division / Section )TRENEWAL M
472.00 I.SU Health Sciences Center New Orleans / Clinical & Hospital Records and Protected -
Health Information e —REPLACEMENT PAGE
i § __ADDENDUM PAGE
em Retention Period =
Number Records Series Title 213 <
. in Total S| €1 &2 Remarks
In Office @ Bl 8g =
Storage Retention w < nol >
25 Patient Records — Adults ACT + 10 AY ACT + 10 AY M | S N ! | AGT = Uniit end of AY in which patient discharged.
26 Patient Records ~ Minors ACT + 10 AY AcT+i0AY M |s [N |1 QC;J.TO;I;J“‘" end of AY in which patient reaches age of
27 Pharmacy Records ACT + 6 CY ACT + 5 CY P |s N | .;Cc:g;egnﬁ! end of CY in which record is created or
28 Controlled Substances ~ Inventory and Orders ACT +5CY ACT+5CY |M |s |N f :}ecc;;:eg”t" end of CY in which record is created or
29 Controlled Substances — Dispensed and ACT = Until end of CY in which record is created or
Administered ACT+5CY ACT+5CY M IS N U] received.

Permitted Retention Period Abbreviations

ACT — Active Pericd (when used define term in remarks column)
FY- Fiscat Year (July 1- June 30)

CY — Calendar Year (Jan 1 - Dec 31}

AY ~ Academic Year (Aug 1~ July 31)

FFY — Federal Fiscal Year (Oct 1 - Sept 30)

MO ~Months WK —-Week (Mon-Sun) DY - Day(s)

PERM — Pemanent

** = May be part of an Imaging/Electronic Exception.

A= May be part of an ImagingfEtectronic Survey.

Security Status Codes State Records Center
P - Public Record Use

M - May Contain Confidential Information Y -Yes

C ~ Confidential Information N-No

Archival Processing Codes Vital Record

A — Transfer to State Archives Identification Code

R — Retain in Agency Archives V= Vital

$ -~ Review by State Archives | = important

E- Review by State Archives/Electronic U= Useful

O - Other (Specify in Remarks)

Agency Abbreviations

Py o5

Agency Approval

Date Signed

/- - Zozv

uwﬁ%ﬁ/}ﬂm

ceretary of State,

ate Archives & Records Services

Date Approved




Louisiana Secretary of State

Division of Archives, Records Management and History

Post Office Box 84125, Baton Rouge, LA 70804

Records Retention Schedule

Hitp:/fwww.sos la.gov

85 ARC 832 (10/19)

Page 5 of 13

Indicate Use of Form

T z ORIGINAL SUBMISSION
Agency No | Agency / Division / Section ;“RENEWAL
472.00 LSU Health Sciences Center New Orleans / Human Resources Related
8 __REPLACEMENT PAGE
) g ADDENDUM PAGE
ftem - Retention Period 2l sl 8 —
Number Records Series Title = Tl z| %5 2 ”
ota £ | el = emarks
in Office I ‘ 2| S| 85 3
Storage Retention w | < | w0 >
30 Applications of Non-Hires ACT +2 CY ACT + 2 CY M q N (?(?S"i: until end of CY in which application is filled or
3 Civil Service Audit Files ACT +5CY ACT +5CY M |S |N V | ACT = until end of CY in which audit is completed.
32 EEQO/Affirmative Action Report and Files ACT+2CY ACT+2CY P |S |N ACT = until end of CY in which created or received.
33 Insurance Efigibility Documentation ACT + 70 CY ACT+70CY {C |S |N v ’:‘CT = until end of CY in which employee separates
Tom agency
34 : ACT = until end of CY in which matter is closed / final
Grievance Records ACT +5CY ACT+5CY M |S N dacision rarmeedt
L Insurance Opan Envoliment Materials (non- ACT +1 GY ACT+1CY | P |S |N | U | ACT = untilend of CY in which enoliment ends
empioyee specific)
36 : ACT = until end of CY in which employee separates
1-9's ACT +3CY ACT+3CY C S N v from agency
&7 Job Specs / Position Descriptions ACT +5CY ACT+5CY M [S | N ‘Z‘iCT = untit end of CY record superseded or
scontinued.
8 Job Study Files ACT+5CY ACT+5CY ] S N ACT = until of CY in which study is completed.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥ = Y&S EEO = Equal Employment Opportunity
CY - Calendar Year {Jan 1 - Dec 31) C - Confidential Information N-No
AY — Academic Year (Aug 1 - July 31} Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 ~ Sept 30) A - Transfer to State Archives Identiication Gedle
MO —~ Months WK —~Week (Mon-Sun} DY - Day(s) R ~ Retain in Agercy Archives V= Vital
PERM ~ Permanent S — Review by Staze Archives I= Important
** = May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic Heelisatal
A = May be part of an Imaging/Electronic Survey. O ~ Other (Specify in Remarks)

Tzy

t
Agency Approval

/ ,«%2&&

S 2l

[~ 72020

Ddl{, Signed

%mr} of State, &A:r/ Arduves & Recerés Services

Date Approved




Records Retention Schedule S8 ARC 932 (10/19)

Louisiana Secretary of State Page 6 of 13
Division of Archives, Records Management and History :
: Indicate Use of Form
Post Office Box 84125, Baton Rouge, LA 70804 Hitp:/iwww . sos la.gov
T 7 __ORIGINAL SUBMISSION
Agency No | Agency / Division / Section
0 LSU Health Sciences Center New Orleans / H R Related X RENEWAL
ciences Center New Orleans / Human Resources Relate
472.00 2 __REPLACEMENT PAGE
) g ADDENDUM PAGE
Item e Retention Period 2l sl 8 -
Number Records Series Title e g1 2t Xy = »
o € =l = emarks
In Office In _ s| 8| E5| 3
Storage Retention w | < no| >
49 lﬁgégﬁl Layoff Avoidance / Reduction in Force ACT+3CY ACT+3 CY M |8 N i | ACT = until end of CY in which created or received.
40 Life Insufarces Filss ACT +70 CY ACT + 70 CY c s N v ?CT = until end of CY in which employee separates
TOM agency.
41 Organizational Charts / Reporting Structures ACT + 10 CY ACT+10CY | P | S [N | g‘;:;;:m" end of CY in which agency ceases to
42 _ ACT = until end of CY in which employee separates
Payroli Records — TRSL related ACT+30CY ACT +30CY C I8 N L R n the agency.
3 Payroll Records — Non TRSL related ACT+5CY ACT+5CY M s N V | ACT = until end of CY in which created or received.
44 ACT = until end of CY in which date tax paid or due
Payroll Tax related records ACT +5CY ACT+5CY c |s N Y | ichovr s ot
45 Personnel —~ Vital Information ACT +70CY ACT +70CY M | S N v an: Z urtiend 6P G In which Striployes sbparates
gency
46 Personnel File — Non-Vital ACT +5CY ACT+5CY |M !S IN |V ’;CT = ankiend orG aomiie employee Separates
OT1 agency.
47 Per_formgnce Evaluation System / Employee ACT + 5 CY ACT + 5 CY M ols N | | ACT = until end of CY in which employee separates
Rating Files from agency.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | 9 TRSL = Teachar's Retirement System of Louisiana
CY - Calendar Year (Jan 1 - Dec 31) C — Confidential Information i
AY — Academic Year {Aug 1 —July 31) Archival Processing Codes Vital Record
FEY - Federal Fiscal Year (Oct 1 - Sept 30) A - Transfer to State Archives Identification Code
MO — Months WK —Week {(Mon-Sun} DY - Day(s) R - Retain in Agency Archives V= Vital
PERM ~ Permanent S ~ Review by State Archives = important
= = May be part of an Imaging/Electronic Exception. £« Review by State Archives/Electronic U= Useful
A = May be part of an !magingiEj@g&mnic Survey. O — Other (Specify in Remarks)
?&:ﬁ . % _Qﬁﬁ/j&ﬂ,ﬁ(} i Ay 120 v, [)ﬂ"} /’7‘@5&
Agency Approval Date Signed Cretary of State, Stfte Afchives & Records Services Date Approved




Louisiana Secretary of State

Division of Archives, Records Management and History

Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

Hitp:/iwww . sos la.gov

55 ARC 932 (10119

Page 7 of 13

Indicate Use of Form

ORIGINAL SUBMISSION
Agency No | Agency / Division / Section ;(MRENEWAL
L8U Health Sciences Center New Orleans / Human Resources Re ated -
472.00 2 __REPLACEMENT PAGE
. , 8 __ADDENDUM PAGE
item . : Retention Period 1 % 3]
Number Records Series Title Tl 2] Ty
In Offi in Total 2| 5| €€ & Remarks
b e Storage Retention fg E 5 8 5
48 gzgg;”;?";‘;e_agiZ'gﬁ;‘;”Rigf - / Employee ACT + 5 CY ACFRECY 1T |8 |N |3 | AGT=untiend of OV inwnich crsated ar sasisd.
49 Policies and Procedures (Agency wide and PERM PERM P Ilr IN v
Internal Department)
= Promotional / Job Vacancy Announcements / Lists | ACT +2 CY AOTRZEY [ (R [N | A0S SNRANGOICY RIS posicn il o
51 SEvics Cards ACT + 70 CY ACT + 70 CY M s N v fp;c?r-ri :gt;r:ltg ;nd of CY in which employee separates
52 f;’f:sr;‘lfgf File (no substance abuse ACT +1CY ACT+1CY | M |S [N |i | ACT=untilend of CY in which supervision ends.
53 (?SE:;}I?:;)S File {with substance abuse ACT +2CY ACT+2C0Y |C |8 | N |1 | ACT = untiend of CY in which supervision ends.
54 Worker's Compensation Records ACT +5CY ACT+5CY | C |S | N |V | ACT = untiiend of CY in which settiement is reached.

Permitted Retention Period Abbreviations

ACT - Active Period (when used define term in remarks column)

FY- Fiscal Year (July 1- June 30}

CY - Calendar Year (Jan 1 -~ Dec 31)

AY ~ Academic Year (Aug 1~ July 31)

FFY ~ Federal Fiscal Year (Oct 1 — Sept 30)

MO —~Months WK ~Week (Mon-Sun} DY - Day(s)
PERM ~ Permanent

“* = May be part of an Imaging/Electronic Exception,
A= May be part of an Imaging/Electronic Survey.

Security Status Codes
P — Public Record

State Records Center
Use

E- Review by State Archives/Electronic
O ~ Other (Specify in Remarks)

M - May Contain Confidential Information Y ~Yes
C — Confidential Information N~ No
Archival Processing Codes Vital Record
A — Transfer to Staze Archives ideptification Codp
R — Retain in Agenzy Archives Vie'vital
§ — Review by State Archives | = Important
U= Useful

Agency Abbreviations

Ty

Agency Approval

202

Date Signed

/) n
yeeretary of State, Stafe ArClives & Records Services

. o

/72070

Date Approved




Records Retention Schedule

55 ARC 932 (10/19}

Louisiana Secretary of State Page 8 of 13
Division of Archives, Records M ement and His )
eeords Managementand History indicate Use of Form
Post Office Box 94125, Baton Rouge, LA 70804 Http:/iwww . s0s.la.gov
R ; ORIGINAL SUBMISSION
Agency No | Agency / Division / Section -
LSU Health Sci Center New Orl I Public Record o mE NSV
72 ea ciences Center New Orleans / Public Records
472.00 2 __REPLACEMENT PAGE
8 ADDENDUM PAGE
Item o Retention Period >l w8 -
Number Records Series Title gl 8=y
. In Total 3l 5! 8¢ w Remarks
In Office s . @ 2| 8¢ =
torage Retention W< DO B
55 Presence and Abatement of Asbestos PERM PERM P R [N v
56 Radiation Badge Records ACT +10 CY ACT +10CY P s [N v ﬁ:ﬁl@gm end of CY in which record is created or
57 ; : ACT = Until end of CY in which patient protection
Patient Files and Data ACT +5 CY ACT +50Y P 2 N period ends (20 years after date of application is filed)
58 . ACT = Untif end of FY in which audited, or reference
Accounting Records AL PR = ALT T ATy i a B = value or litigation is resclved whichever is longer.
59 ACT = Until end of FY in which audited, or reference
Procurement Records AT+ TR SFY AGT +4FY P & N v value or litigation is resclved whichever is longer.
60 ACT = Until end of FY in which audited, or reference
Budget Records ACT +3FY ACT +3FY P 8 N ¥ value or litigation is resolved whichever is fonger,
61 . ; ACT = Until end of FY in which audited, or reference
Sponsored Projects Records Al TR ary RETHHEE Ll . V' | Value or litigation is resolved whichever is fonger.
62 jit= ACT = Until end of FY in which audited, or reference
Facilities and Plant Records ACT+3FY Al +EFY = s N v value or litigation is resolved whichever is longer.
63 ACT = Until end of FY in which audited, or reference
Safety Records ACT =3 BY AT = EFE i 8 N ¥ value or litigation is resolved whichever is longer,
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period {when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information Y - Yes
CY ~ Calendar Year (Jan 1 - Dec 31) C ~ Confidential Information N-No
AY ~ Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY ~ Federal Fiscal Year (Oct 1 — Sept 30) A ~ Transfer to State Archives Identification Code
MO — Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM - Permanent S — Review by State Archives = Important
** = May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic U= Useful
A = May be part of an lmagin,giﬁiactmnic Survey. O — Other (Specify in Remarks)

% oA

Agency Approval

oo

Date Signed

Secretary of State, State Archives & Records Services

/-7

Date Approved




Records Retention Schedule

S8 ARC 932 (10/19)

Louisiana Secretary of State Page 9 of 13
jvisi rchives, Records M Histo '
Dmsmn‘of/\ Reco anagement and History indials Hepoi o
Post Office Box 941285, Baton Rouge, LA 70804 Hitp:/Awww sos la.gov
g ; L ORIGINAL SUBMISSION
Agency No | Agency / Division / Section
: LSU Health Sci Center New Orleans / Public Record s PENEAL
ea ciences Center New Orleans / Public Records
472.000 K _REPLACEMENT PAGE
‘ } g __ADDENDUM PAGE
ltem : . Retention Period 2% 2
Number Records Series Title gl 8| xy
: In Total 3| 5 &% ko Remarks
In Office s . @ | £ Sa &
tm’age Retention w <L Nno >
84 . . ACT = Until end of FY in which audited, or reference
Auxiliary Enterprise Records ACT + 3FY ACT + 3FY P 1§ IN V| value or litigation is resolved, whichever is longer.
65 ACT = Until end of FY in which audited, or reference
Contracts and Agreements ACT +5FY ACT +5 FY ” & & v value or litigation is resolved, whichever is longer.
66 Audits and Program Reviews ACT + 3 FY ACT + 3 FY = s N | t:g;:egntll end of FY in which record is created or
67 Accreditation Records ACT + 3 FY ACT + 3FY o S N v fé(ézi:agntll end of FY in which record is created or
68 General Correspondence ACT + 3 FY ACT + 3FY P IS N | f;i;:“egntll end of FY in which record is created or
69 University Police ACT + 7 FY ACT + 7FY M s N v g%;;eg.ntll end of FY in which record is created or
70 ; ACT = Until end of FY in which record is created or
Library Records ACT + 3 FY ACT + 3FY M S N | iy
[ Information Technology Records ACT + 3 FY ACT + 3FY M [S |N v g%;:elalnm end of FY in which record is created or
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period {when used define term in remarks colurnn) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information Y-Yes
CY — Calendar Year (Jan 1 — Dec 31) C - Confidential information DTy
AY - Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year {Oct 1 — Sept 30) A — Transfer to State Archives Identification Code
MO - Months WK — Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives M= ¥ital
PERM - Permanent S ~ Review by State Archives L= Fpartant
** = May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic U= Useful
A = May be part of an lmaging;ﬁ}gcimnin Survey. O — Cther (Specify in Remarks)

st

Agency Approval

W@mﬁ

Date Signed S

retary of State, State Archives

/-7-7vZe

Date Approved

. . éf/’) E—.

& Records Services




Records Retention Schedule

Louisiana Secretary of State
Division of Archives, Records Management and History
Post Office Box 94125, Baton Rouge, LA 70804

Hitp://iwww.sos la.gov

SS ARG 932 (10/19)

Page 10 of 13

Indicate Use of Foarm

ORIGINAL SUBMISSION
Agency No | Agency / Division / Section e
e Lgu Hy ith Sci Center New Orl { Public R d ARENEWAL
ea ciences Center New Orleans / Public Records
472.000 2 __REPLACEMENT PAGE
g ADDENDUM PAGE
ltem o Retention Period 2| 5| & -
Number Records Series Title g1 8 xy
In Office In B 2| 5| 55 & pmrAris
Storage | Retention | | Bo, 5
72 Compliance Training Records ~ Modules that fall
under R.S. 44:36 (ex. Admin, Drivers Education, ACT = Until end of FY in which recerd is created or
Compliance Update, Quarterly Safety Meetings, el aa sy ACT+3FY AL . U received.
etc.)
73 Compliance Training Records — Related to ORM ACT = Until end of FY in which record is created or
Audit (ex. DFWP, Sexual Harassment) i ki P S W t received.
74 Compliance Training Records — HIPPA (42 CFR ACT = Until end of FY in which record is created or the
164.530(1){2) ACT*EFY ik b B % B bl RYin which no longer in effect, whichever is later.
= HIPPA-related audit/investigations ACT +8CY ACT+6CY |C |5 |N v |[AST p?e?e\;.m Which the audi ot vkstistonyes
76 . ACT = CY in which GOSHEP notifies LSUHC that the
FEMA declared disaster records ACT+3CY ACT +3CY P s N U | Gisaster has . iy
L4 Medicaid claim payment records ACT +6CY ACT+6CY M | S |N | f‘gg; End of FY in which the claim payment was
L Expert witness testimony and related records ACT +7 CY ACT+7CY [P |S |N ! ‘:{gz d?gggg;’f CY Inwhich the cass has final

Permitted Retention Period Abbreviations

ACT — Active Period (when used define term in remarks column)
FY- Fiscal Year {(July 1- June 30)

CY - Calendar Year (Jan 1 - Dec 31)

AY - Academic Year (Aug 1 - July 31)

FFY - Federal Fiscal Year (Oct 1 - Sept 30)

MO - Months WK -Week (Mon-Sun) DY - Day(s)

PERM — Pemmanent

“* = May be part of an Imaging/Electronic Exception.

* = May be part of an %magmg!ﬁlecj{,gmc Survey.

Security Status Codes
P -~ Public Record

State Records Center
Use

M — May Contain Confidential Information | ¥ = Y8
C - Confidential Irformation N-No
Archival Processing Codes Vital Record
A - Transfer to State Archives Identification Cosle
R — Retain in Agency Archives V= Vital
S - Review by State Archives 1= Important
U= Useful

E- Review by State Archives/Electronic
O ~ Other (Specify in Remarks) 4

Agency Abbreviations

ORM = Office of Risk Management
DFWP = Drug-Free Workplace Programs

HIPPA = Health insurance Portability and
Accountability Act

FEMA = Federal Emergency Management Agency

GOHSEFP = Governor's Office of Homeland Security
& Emergency Management

i A

Agency Approval

1 faze

Date Signed

o

0 ,/WZ, o

/= 9-26c0

(:re{ary of State, ‘%t{c Aruhwus & Records Services

Date Approved




Records Retention Schedule SS ARC 932 (10/19)
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Agency No | Agency / Division / Section I
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472.000 @ __REPLACEMENT PAGE
b
ol ADDENDUM PAGE
item Retention Period 5| 8 o
Number Records Series Title oar g‘ g €y = =
ota £ 8€ 5 emarks
In Office 4 S| 8| 85 E
Storage Retention w | <] wol >
7 Research Papers PERM PERM M IR N \
80 Human Experimentation Records ACT + 10 CY ACT+10CY |M |8 |N |V | ACT = Untilend of CY in which project ends.
81 Research and Supporting Documents ACT +3 QY ACT +3CY M | S N V | ACT = Until end of CY in which project is completed.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P ~ Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | * ~ Y5
CY - Calendar Year (Jan 1 — Dec 31) C — Confidential Information N-No
AY - Academic Year {Aug 1 ~ July 31) Archival Procesging Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 — Sept 30) A -~ Transfer to State Archives Bannafication Code
MO — Months WK ~Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives Vs hitel
PERM — Permanent S - Review by State Archives b= Important
= May be part of an Imaging/Electronic Exception. E- Review by State Archives/Electronic U= Useful
" = May be part of an Imaging/Elegtronic Survey. O — Other {Specify in Remarks}
N Wt /#2626 gol, Un _J-7-T020
Agency Approval Date Signed ¢ Archives & Records Services Date Approved
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Storage Retention L55] -4 @B >
82 I ; ACT = End of FY in which the matter is closed with
Accreditation Records ACT + 10 FY ACT + 10 FY P S N vV accrediting agency.
83 Academic Records - Vital PERM PERM ¢ |rR IN |V
s Academic Records — Non Vital ACT + 5 FY ACT+5FY |C |S IN f:fizej ig’:irigg dOf FY'kywhich e Student/ fouss
85 Applications of Non Hires ACT + 2 FY ACT + 2 FY M |s N f:\lgzez Until end of FY in which position is filled or
86 Compliance Records ACT + 5 FY ACT+5FY |M |s |N gf%zef L8 O QEFY inwiich hestugentthande
87 Employment Records - Vital ACT + 70 FY ACT + 70 FY c |s |N v ':f(;’l;r;g ‘;if::jg d°f Wil g studeit L hotse
i Employment Records — Non Vital ACT + 5 FY ACT+5FY | M |s | N |v | ACT=Jntlend of FY'inwhich the student / house
89 ACT = Until end of FY in which student / house officer
Health Records ACT + 5 FY ACT +5FY C S N separates from the agency.
90 Legal Records PERM PERM c |R |N v
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M ~ May Contain Confidential Information Y ~—Yes
CY - Calendar Year (Jan 1 — Dec 31) C ~ Cenfidential Information Bl
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 - Sept 30} A~ Transfer to State Archives identification Code
MO — Months WK ~Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM -~ Permanent S ~ Review by State Archives R lnp Rt
U= Useful

"= May be part of an imaging/Electronic Exception.
A= May be part of an Imaging/Electronic Survey.

E- Review by State Archives/Electronic
O - Other {Specify in Remarks)

Agency Approval
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indicate Use of Form
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Wi Records Series Title B zl3l|é . e
nOMee | Sumge | Retontion | | 5 | 58| B Pra
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enrolled.

Permitted Retention Period Abbreviations

ACT ~ Active Period (when used define term in remarks column)
FY- Fiscal Year (July 1- June 30)

CY ~ Calendar Year {(Jan 1 ~ Dec 31)

AY - Academic Year (Aug 1 - July 31)

FFY - Federal Fiscal Year (Oct 1 ~ Sept 30)

MO ~ Months WK - Week (Mon-Sun) DY - Day(s)

PERM -~ Permanent

** = May be part of an imaging/Electronic Exception.

A= May be part of an Imaging/Electronic Survey.

Security Status Codes
P — Public Record

State Records Center
Use

E- Review by Statz Archives/Electronic
O — Other (Specify in Remarks)

M — May Contain Confidential information Yreen
C — Confidential InFormation N -No
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U= Useful
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