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A brief overview of the
schedule update project




~Records Retentton Schedule

Records Retention Schedule: A document that
Identifies records and establishes a timetable for their
disposition.

UC Records Management Committee: Establishes
the University records retention schedule, In
consultation with functional managers, senior
university management, and the Office of the General
Counsel.

Membership: Each campus has a representative on
the RMC.
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“Records Management Committee

First Name [Last Name |Location |Phone Email

Catherine  Montano |ANR  ((510) 987-0103 |catherine.montano@ucop.edu
John Stoner LBNL |(510) 486-6399 JWStoner@Ibl.gov

Liane Ko UCB (510) 664-4615 |lianeko@berkeley.edu
Lynette Temple |[UCD  |(530) 752-3949 |Istemple@ucdavis.edu
Stephanie [Tenney  |UCI (949) 824-3454 |sktenney@uci.edu

Scott Monatlik UCLA |(310) 794-6724 smonatilk@finance.ucla.edu
Sonia Johnston [UCM  |(209) 228-4412 |sjohnston@ucmerced.edu
Russell Lewis UCR (909) 787-3009 |russell.lewis@ucr.edu

Tessa Mendez |UCSB |(805) 893-7025 [tessa.mendez@vcadmin.ucsb.edu
Eloise Cameron |UCSC |(831) 459-2983 lelcamron@ucsc.edu

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

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




~Records Retention Schedule

UC’s schedule was outdated:
Included obsolete records and excluded current

records

Did not address current technology or UC’s interest
In security and privacy

Kept some records too long and others not long
enough



Records Disposition Schedules Manual

The Records Disposition Schedules Manual provides time periods for retaining and disposing of

University records. Please contact your local Records Management Coardinator with questions
about records disposition.

The Associate Vice President far Information Technology Services has Universitywide policy
responsibility for records and information practices, including this disposition schedules manual
and the Records Management and Privacy (RMP) series of the Business and Finance Bulletins.

Introduction

University Statement on Ownership of Administrative Records (RMP-1)

UC Records Management Coordinators

Records Disposition Schedules Manual (Classified by Functions)

" Explanations and Symbols

= Searchable Format

. Administrative

A. Agreements +

B. Applications and Requests

C. Certificates, Licenses, Permits, Registrations, and Warrantees

N Cantrarte Rrante and Aaraamante (Eviramurallfar RPacaarcrh Trainine and Duhlis



University n,f{ uufunuu

Records Disposition Schedules Manual ‘ ‘ 124

® Search

Enter search parameters in one or
more of the search fields, or
choose Find All to see all records.
To find a single record by its
number, enter it in the Record
Mumber field and choose Start
Search. To find all record numbers
that contain those digits, choose
Find All.

Function: |Select one j

Select one

Administrative

Record Name: |Auxiliary & Service Enterprises
Fiscal

Record Office: |Library

Medical
Payroll/Personnel/Benefits
Physical Plant

Record Category:

Record Number:

Police
Start Search |_F Student & Applicant

Return to Home Page




University of California

Records Disposition Schedules Manual

<

Q@ Search

Enter search parameters in one or more of the search fields, or
choose Find All to see all records. To find a single record by its
number, enter it in the Record Mumber field and choose Start
Search. To find all record numbers that contain those digits,
choose Find All.

Record Category: |

Record Name: |Cnmputer

Record Office: |

Function: IEeIect one ;l
|
|
|
|

Record Number: |

Start Search Find All Reset this form

Eeturn to Home Page




Displaying 0 to 12 of 12 records found.

| Years To Retain

/-

Record Name Record Category Record Copy Other Copy Record Office [ Record
Computer Facilities, Request for Admin: Applications, Reguests |D—5 0-5 Department 24
Computerized Printout of Alumni &  |Admin: Gifts, Endowments, Private |Until 0-1 Development & 78
Donor Profile Grants superseded Alumni Office —
Campus Computer Center _— 0-7 then to _ Computer
Computer Utilization Report Enterpnse: Computer Center Archives 0-7 Center 218
Campus Computer Center - . _ B Computer
Personnel Report Enterprise: Computer Center 0-5 0-5 Center 219
Revenue from Instructional Use of . Computer
Computers - 12 month Period Enterprise: Computer Center 0-7 0-7 Center 221
Budget Reports - Computer Campus
Generated Control/Master Files and |Fiscal: Budget and Budget Control  |0-1 - Budget; 3561
Edit Accounting
Budget Reports - Computer Campus
Generated Control/Master Files and |Fiscal: Budget and Budget Control  |0-5 - Budget; 352
Edit-Transaction Lists Accounting
Financial &id - Status Reports : = : : : : :
(computer generated) Student & Applicant: Financial Aid 1 - Financial Aid 1543
Fund Summary Reports (computer . - : : . . .
generated) Student & Applicant: Financial Aid 1 - Financial Aid 1544
Financial aid Award Reports . - . : . . :
e Student & Applicant: Financial 4id 1 - Financial &id 1545
|Li|::rarw5.-r Computer Request Form Library: Circulation 1 - Library 1507
Library Computer Search : - . )
Workshest Library: Circulation 1 - Library 1508




ekail - Windows Internet Explorer provided by MSM & Bing

University of California

ecords Disposition Schedules Manic
Records Disposition Schedules Manual

Record Mame:

Record Number:
Function:

Record Category:
Record Office:
Disposition Record Copy:
Disposition Other Copy:
Vital:

CG:

Comments:

Record Detail

Revenue from Instructional Use of Computers - 12
month Period

221

Auxiliary & Service Enterprises
Enterprise: Computer Center
Computer Center

0-7

0-7




Records Disposition Schedules Manual

The Records Disposition Schedules Manual provides time periods for retaining and disposing of

University records. Please contact your local Records Management Coordinator with questions
about records disposition.

The Associate Vice President for Information Technology Services has Universitywide policy
responsibility for records and information practices, including this disposition schedules manual
and the Records Management and Privacy (RMP) series of the Business and Finance Bulletins.

Introduction

University Statement on Ownership of Administrative Records (RMP-1)

UC Records Management Coordinators

Records Disposition Schedules Manual (Classified by Functions)

" Explanations and Symbols

= Searchable Format

. Administrative

A. Agreements +

B. Applications and Requests

C. Certificates, Licenses, Permits, Registrations, and Warrantees

D _Contractse Grante and Acrsamente (Eviramurallfar Pacaarch Trainine and Duhli-




University of California Records Management Disposition Schedules

Record
Type or
Number Record Title or General Description Office of DISFOSITION SCHEDULE IN YEARS

Record Record Copy Other Copy

I. ADMINISTRATIVE

A. AGREEMENTS

Athletic Agreements (See Sec. II.E,

Intercollgiate Athletics)

G Broadcasting Agreements (radio, TV, Executing 3-5 1 following
etc.) office following expiration
expiration
G Charter & Transportation Agreements Executing 3-5 1 following
(e.g., boats, planes, buses, & bus Office following expiration

service) expiration



Update Project

Updating the schedule was essential to reduce cost,
risk, e-discovery burden; and to enhance
administrative efficiency.

The RMC advocated for an update to the schedule
and a position at UCOP to work on the update for
the committee.

The RMC’s Executive Committee developed the
position description and participated in the
selection.

ITS hired me to lead the update project.
In May 2012, | started a two-year contract position.

14



Batches -
~—Records were grouped by function to help facilitate
the scheduling process.

Batch  Function
1 General Routine Office Transitory Records

.............................................................................................................................................................................................................................................................
.........................................................................................................................................................................................................................................................................................................................................................................................................................................
.........................................................................................................................................................................................................................................................................................................................................................................................................................................
.........................................................................................................................................................................................................................................................................................................................................................................................................................................

.............................................................................................................................................................................................................................................................

10 University Police Records
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The Process
| drafted a schedule for the records batch.

| sent 1t out for comment to RMC and

stakeholders.
Based on comments, | revised the schedule and
returned It for additional review.

Another opportunity for revision and comment.
| finalized the schedule and sent it out for final

review/approval.
An aggressive schedule: Each step was to be 10

working days.



Timeline

REVIEW PERIOD

Batch/Function

12-Jul

12-Aug| 12-Sep

12-Oct

12-Nowv

12-Dec

13-Jan

13-Feb

13-Mar

13-Apr

13-May

13-Jun

13-Tul

General Routine Office Transitory Records

Program Administration Records

Payroll and Benefits Records

Human Resources

Financial Records

Capital Resources Records

Compliance Records

Public Safety Records

Academic Personnel Records

IT Records

Technology Transfer Records

Academic Department Records

Budget Records

Development Records

Student Records

Other Records

Where we have been . ..

Graphic adapted from UCSD graphic from March 2013
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Timeline

EEVIEW PERIOD

Batch/Function

13-Sep

13-Oct

13-Now

13-Dec

14-Jan

14-Feb

14-Mar

14-Apr

14-May

General Rountine Office Transitory Records

Prugram Administration Records

Payvroll and Benefits Records

Human Resources

Financial Records

Capital Resources Records

Compliance Records
Public Safety Records
Academic Personnel Records

IT Records

Technulug}' Transfer Records

Academic Department Records

Bndget ERecords

Development Records

Student Records

Other Records

Possible other baiches?

Commumications

Collections Records (Libraries. Museums, Archives, Special Collections)

Research Records
Medical Center Records
Lab Records

Risk Management

Graphic adapted from UCSD graphic from March 2013

Where we are going . . .

19



The Process continues for more updates

| draft a schedule for the batch.

Draft goes out for comment from a core group
of RMC & stakeholders involved in the draft.

Based on comments, | revise, send to RMC,
who gather comments from their stakeholders.

Another opportunity for revision and comment.
| finalize, send out for final review/approval.

Aqggressive schedule: Each step =10 working
days, when possible.

20



Records Appra 1sal:—

Administrative value - how long does the office need
the records for their day-to-day requirements?

Fiscal value — are the records needed for any financial
audits, what organization Is doing the audit, and what
IS their audit cycle?

Legal value — what are the possible legal issues, and
laws/regulations that govern these issues, such as
"causes of actions" for "statutes of limitations*?

Historical value - Archivists weigh the significance of
records In terms of our mission; past, current, and
future research interests; and other records found In
the archives.

21
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What the updated schedule looks
like and why it Is different




http://recordsretention.ucop.edu/

|5 Uriversity OF Califarnia - e %

[ C [ recordsretention.Lcop.edu Qyy =

E Google Accounts | ) University OF Californi.. | RRStool - backend o4 Google Analytics Offici.. g Inteligence Events Ov...

UNIVERSITY Records Retention

OF Schedule
CALIFORNIA
SEARCH THE SCHEDULE
| About the Schedule
Eeah Knowing what records to keep and for how lang is challenging. A records retention schedule defines the period oftime that records should he retained and when they
should he destrayed. Warious reguirements based in law and university policy govern the retention of administrative records. A retention schedule is critical for promating
BROWSE THE SCHEDULE

responsible recards managerment, mitigating risk, and ensuring consistent compliance across UC. The University Recaords Management Committee (RMC) is charged
Browese by Category with develaping and maintaining the universitwwide records retention schedule. Questions regarding the schedule should be directed to the appropriate campus Records

Management Coordinatar .
ACCESS THE FULL SCHEDULE

Full Schedule Itis important for all members of the University community to adhere to the retention periods inthe schedule (except in the cases of a records hold). The schedule seres
Print Full Schedule as the lawful authorization for the disposition of records; consequences of not following the schedule may include court-imposed legal sanctions.
Schedule update project
RESOURCES The RMC currently is conducting a systermwide project to update the recards retention schedule. See Schedule Update Praject for more infarmation.
Retention Schedule FAQS (PDF)
Retention Schedule Glossary (PDF) Records included in the schedule
Contact FPer University policy, RMP-1, "University Records Management Program,” and except as superseded hy federal laws and regulations, and university contracts, the
Home retention schedule applies to all administrative records, regardless of their medium, owned by the

+ University of California campuses and the Office of the President,
+ University of California health sciences centers, and
+ Department of Energy laborataries managed by the University of California.

The schedule does not apply to

« Administrative recaords held by the Principal Officers of The Regents,
+ Teaching and research records {(e.q., library materials, faculty research and teaching materials, student examinations), or
+ Records pertaining to individual patient care {medical records).

Recards Management | Infarmation Technology Services | UCOP
2013 - Regents of the University of California

Best wiewe d with Mozilla Firefox, Google Chrome, Safari and IE9




Search Results:

The items from the existing schedule that have not been superseded are in this database.
New items have a * after the number.

437 recofdds found for ™"

Records Code  Function Function Category Category Sub-Category Keyworids Retention Retention Rule  Comments
Description Description Title Period
ooot* 1. General Transitory 1. General Transitory routine internal  Official Record:  Delete or Wiew
Routine Office records Foutine Office recards repors, routine  Retain records destroy after the
Transitory document Transitory document internal reviews, for no longer retention period
Records routine general  Records routine general routing internal  than ane year has lapsed
office activities. office activities. plans, after their
In this context In this context letters, maore... administrative
the word the wiord USE mMore. ..
"rauting" mare... "routing" mare. .
ooozas 2. Program Frogram A Frogram A, Program academic plans, Official Record:  Permanent WiEny
Administration administration administration administration long range Fermanent, recards
Recards records recards of recards of development subjectta
document the enduring enduring plans, paolicy, University
activities historical walue  historical value policies, letters,  Archives review.
imvolved in are those acknowledge...  Coordinate the
managing significant transfar
andrfar running recards of maore. .
the moare... that mare...
oooze* 2. Program Prograrm B. Qperational Cperational letters, Cfficial Recard:  Delete or Wi
Administration administration program program acknowledge... Retainrecords 5 destroy after the
Records records administration administration memaos, notes,  years after the retention period
document the records records do not transmittals, e-  end ofthefiscal  has lapsed
activities have enduring mail messanes, yearinwhich the
invalved in historical value, demonstrate ...  records are
managing hut serve MOre...
andfar running to mare..
the moare...
0003AT* 3. Payroll and Payroll and A Emplovee Employee A1 Mon- employee's Cfficial Recard:  Delete or Wi
Benefits Benefits Withhalding/D...  Withhalding/D... Retirement withhiolding Retain records destroy atter the
Records Records Autharizations Autharizations Benefit Election  allowance far a0 years after  retention period
document the and Individual and Individual ar Enrollment cedificates, W-4, the end offiscal  has lapsed
payroll and non-  Payroll Eamings  Payroll Earmings  Records tax forms, non- year inwhich the
retirerment Records Records resident aliens  records more...
henefits document the tax more...
nrocesses mare...



Click on hyper-link — specific results

Function:
1. General Routine Office Transitory Records

Function Description:
Transitory records docurnent routine general office activities. In this context the word
"routine” means activities related to the typical internal operation of an office,
including: staffing, administrative procedures, systems, and communications. They do
not serve as documentation of the establishment of unigque programs, functions, units,
or a campus, nor record fiscal obligations to demonstrate accountability or document
important historical decisions of the University.

Category:
1. General Routine Office Transitory Records

Category Description:
Transitory records document routine general office activities. In this context
the waord "routing” means activities related to the typical internal operation
of an office, including: staffing, administrative procedures, systems, and
cammunications. They do not serve as documentation of the establishrent of
unique progrars, functions, units, or a carmpus, nor recard fiscal abligations
to dermonstrate accountability or document irmpartant historical decisions of the
University. Transitary records, found in all formats (paper, electronic, ar
atherwise) rmay include but are not limited ta:
+ internal information records, such as office and travel schedules, memaranda,
and routine internal reports, reviews and plans, used to disseminate
information or for other administrative purposes;
+ ordinary, commonplace commmunications found in letters, acknowledgements,
mermos, notes, posteards, transmittals, voice-mail messages, e-mail messages and
other routine messages, regardless of media;
» office support records, such as procedures to operate routine office
equipment &.g. phones, fax machines, photocopiers, and logs and internal
requests for the use of office/facilities space and equiprment;
» adrninistrative committees” members’ records when the member is not the
official record keeper for the committes;
» unsolicited job applications and resumes;
» docurmentation of the day-to-day administration and training of office
personnel;
» records of supplies and office services;
» records and documentation of unit activity relating to specific and defined
short-term administrative projects;
» source documents used for data input only, after input has been verified; and
» source documents that have been scanned, after the record created from the
scan has been verified as accurate and stared in a proper recordkeeping
system. The scanning process must meet authentication standards to assure the
records’ integrity, reliability and trustworthiness, Some source docurments may
need to be retained, even after scanning if required by law or agency
requlations, for example wet-signature promissory notes, oaths, patents, etc,
The docurnentation of the scanning process is not a transitory record and must
be retained for as long as the converted record is retained. See the comments
section for more information on scanning and recordkeeping systems,

The walue {usefulness) of these routine facilitative records is shart-lived and
therefore their retention period is minirnal,

Sub-Category Title:

Keywords:
routine internal reports, routine internal reviews, routine internal plans, letters,
acknowledgerments, e- mail messages, routine messages, office support records, logs,
internal requests, administrative committees members records, unsolicited job
applications, supplies, office services, routine projects, source docurnents, data input
records, scanned docurnents, acknowledgerment, administrative procedures,
carrespondence, email, e-rmail, Fax, general correspondence, infarmal letter, internal
carrespondence, internal letter, internal nates, internal plans, internal reports, internal
reviews, letter, merma, rmermaoranda, memaos, messages, notes, office administration,
office equipment, office persannel training, office procedures, Office Schedule, office
schedules, office supply, office supply inventary, phone logs, postcards, routine
procedures, source docurnents far data input, source docurments for scanning, staffing,
supply records, telephone logs, transitory ernail, transitory recards, transmittals, travel
crhadiles rmmealicited Fectimmes walre mAall FAeccaaes valce-rmail

eqgory
ECription

\

Sub-Categong
Title

nsitory
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Record Code:
o0o1*

Functional Category:
1. General Routine Office Transitory Records

Comments:

Records created from scanned source docurnents must be verified and documented as
accurate following the imaging process, Thereafter, the source records may be
destroyed unless prohibited by law or agency regulations. The created records

must be retained in a proper recordkeeping system for their retention period.

The documentation of the scanning process is not a transitory record and must be
retained for as long as the converted record is retained,

Some agencies have very specific reguirements for retaining source documents and
for how imaging must be done, These agencies include but are not limited to FAR,
IRZ, FDA, and DHS, If required by law or agency regulations, source documents
must be kept, even after having been scanned, for example wet-signature
promissory notes, naths, patents, etc, If records governed by an agency are
scanned, agency requirements for imaging processes must be met,

& proper recordkeeping system is one that meets University of California
standards for assuring the records are authentic and will retain their
integrity, availability, and confidentiality for their lifecycle. Praper
recordkeeping includes the collection, arganization, and categarization of
recaords to facilitate their preservation, retrieval, use, and disposition,
allowing records to be:

+ grouped with related records into classifications according to

operational needs,

* retrieved easily and in a timely manner,

« retained in a usable format for the reguired retention period found in

an approved records retention schedule, on-going investigation or legal action,
* accessed by individuals who have a need for the records found within the
systemn,

* secured from inappropriate access when the records contain personally
identifiable information, restricted or confidential information,

* protected from inappropriate dissemination, modification or destruction,
and

* disposed of in accordance with approved retention schedules,

2013-07-11 18:23:40

Retaining transitory records longer than necessary consumes resources required to
properly manage records of longer term value,

2013-07-11 18:25:17

Zome of these records may have restricted information in them, Records containing
restricted information (regardless of media) must be protected from unauthorized
access, disclosure and disposition, in accordance with University policy and
California and Federal laws, Restricted information includes "Motice-Triggering
Information” as defined in UC Business and Finance Bulletin Information Series
Palicy 15-2: {narme plus Saocial Security Nurnber, driver’s license or Califarnia
identification card nurnber, financial account nurnber with a security code, medical
inforrnation or health insurance infarmation).

2013-07-28 11:51:02

Since some of these records contain restricted information, creating copies is
discouraged, If created, they must be protected from unauthorized access,
disclosure and disposition in accordance with University policy and California and
Federal laws,

2013-07-29 08:29:44



The Format

In June 2012, the RMC determined the format
for the new schedule, and selected broad
buckets for records categories.

They prioritized work In batches by record
type.

26



_ Buckets

» Scheduling at broader aggregates or functions.

 Fewer categories from which to choose.

e Functions rarely change.

* New records and systems will fit into a bucket.

* \We will be in a better position to implement electronic
recordkeeping in the future.

/_ Function :REC ords \

1: Administrative Records i Cotrespondence, Business




What’s new?
Functional categories
No office of record
Maximum retention
Confidential and vital listings
Rationale
Media neutral

28



"Records included in the schedule

Per University policy, RMP-1, “University Records

Management Program,” and except as superseded by

federal laws and regulations, and university contracts,

the retention schedule applies to all administrative

records, regardless of their medium, owned by the
University of California campuses and the Office of
the President,

University of California health sciences centers, and

Department of Energy laboratories managed by the
University of California.

29



“The schedule does not apply to:

Per University policy, RMP-1, the retention schedule

does not apply to all administrative records, regardless
of their medium, owned by the

Administrative records held by the Principal
Officers of The Regents,

Teaching and research records (e.g., library

materials, faculty research and teaching materials,
student examinations), or

Records pertaining to individual patient care
(medical records).

30



_Are there any circumstances when you
should not follow the retention schedule?

Yes, there are several important situations that
must be considered:

If pending, foreseeable, or ongoing litigation;
an investigation; or an ongoing audit pertaining
to the records Is taking place, the records

cannot be destroyed until these actions have
been completed or resolved.

This 1s called a “Records Freeze”.

31



_Are there any circumstances when you
should not follow the retention schedule?

If a federal or state statute or regulation
specifies a longer retention period for any
records, the statute or regulation overrides this
schedule. Please notify your campus Records
Management Coordinator about the
requirement. The Records Management

Coordinator will work with the RMC to change
the schedule.

32



_Are there any circumstances when you
should not follow the retention schedule?

If there Is a legitimate business need to retain
records longer than the period identified in the
retention schedule, please contact your campus
Records Management Coordinator to identify
the needs. The Records Management
Coordinator can also discuss with the RMC to
determine if the schedule should be changed.

33



The RMC will be developing a
documented change management
process. Please work with your

campus records management

coordinator as your conduit to the
RMC.

/
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UNIVERSITY Records Retention
OF Schedule
CALIFORNIA
SEARCH THE SCHEDULE
|
Search
BROWSE THE SCHEDULE

Browse by Category

ACCESS THE FULL SCHEDULE

Full Schedule
Print Full Schedule

RESOURCES

Retention Schedule FACs (PDF)
Retention Schedule Glassary (PDF)
Cantact

Home

About the Schedule

knowing what records to keep and for how long is challenging. A records retention schedule defines the period oftime that records should be retained and when they
should he destrayed. Warious requirements based in law and university policy gavern the retention of administrative records. A retention schedule is critical far pramating
responsible records management, mitigating risk, and ensuring consistent compliance across UG, The University Records Management Committee (RMC) is charged
with developing and maintaining the universitywide records retention schedule. Questions regarding the schedule should be directed to the appropriate campus Records
Managerment Coordinatar .

Itis important for all memhbers of the University carmmunity to adhere to the retention periods inthe schedule (except in the cases of a records hald). The schedule serves
as the lawful authorization for the disposition of records; conseguences of not following the schedule may include courimposed legal sanctions.

Schedule update project
The RMC currently is conducting a systermwide project to update the records retention schedule. See Schedule Update Project for more information.

Records included inthe schedule
Per University policy, RMP-1, "University Records Management Program,” and except as superseded by federal laws and regulations, and university contracts, the
retention schedule applies to all administrative recards, regardlass oftheir mediom, owned by the

+ Lniversity of Califarnia campuses and the Office of the President,
« Lniversity of Califarnia health sciences centers, and
+ Department of Energy laborataries managed by the University of California.

The schedule does naot apply to

* Administrative records held by the Principal Officers of The Regents,
¢ Teaching and research records {e.q., library materials, faculty research and teaching materials, student examinations), or
+ Records pertaining to individual patient care {medical records).
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About the Schedule

Knowing what records to keep and for how long is challenging. Arecards retention schedule defines the period oftime that records should be retained and when they
should he destroved. Warious reguirements based in lav and university policy govern the retention of administrative records. A retention schedule is critical for promoting
responsible recards management, mitigating risk, and ensuring consistent compliance acrass UG, The University Records Management Committee (RMC) is charged
with developing and maintaining the universitawide records retention schedule. Questions regarding the schedule should be directed to the appropriate campus Records
Managerment Coordinator .

ltis important for all members of the University community to adhere to the retention periods inthe schedule (except inthe cases of a records hold). The schedule serves
as the lawful authorization far the disposition of records; consegquences of not following the schedule may include courtimposed legal sanctions.

Schedule update project
The BMC carrently is conducting a systemwide project to update the recaords retention schedule. See Schedule Update Praject far mare infarmatian.

Records included in the schedule
Fer Uiniversity policy, RMP-1, "University Records Management Program,” and except as superseded by federal laws and regulations, and university contracts, the
retention schedule applies to all administrative records, regardless of their mediom, owned by the

+ Liniversity of California campuses and the Office of the President,
# Liniversity of California health sciences centers, and
« Department of Energy laharataries managed by the University of California.

The schedule does not apply to

» Administrative recards held by the Principal Officers of The Regents,
# Teaching and research records {e.q., library materials, faculty research and teaching materials, student examinations), or
+ Records pertaining to individual patient care {medical records).




About the Schedule

kKnowing what recards to keep and for how lang is challenging. Arecords retention schedule defines the period oftime that recards should be retained and when they
should be destroved. Various requirements based in law and university policy govern the retention of administrative recards. A retention schedule is critical for praomaoting

with developing and maintaining the universibawide records retention schedule, Guestions regarding the schedule should he directed to the appropriate campus Becords
Management Coordinatar .
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CONTACT

Records Management Committee

The University Records Management Committes (RMC) is charged by University policy, RME-1, Email Laurie Sletten
“University Records Management Program,” with coordinating records managementacrossthe  phane: (510)987-9411
University to ensure that edministrative records are appropriately managed and preserved, and
can beretrieved 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 TN 11 eanL IRGF ORARAT IO

requirements.

The committes is compased of the records management coordinator frem each campus, the UC Records Retention Schedule

Lawrence Berkeley Mational Labaratory, Agriculture and Matural Resources, and the Office of

About the UC Records Retention Schedule

the President, as well as four ex-officioc members representing the General Counsel of The
Regents, the UC Archivists Council, the University Auditor in the Office of the President, and ® ScheduleUpdate Project
the Chief Financial Officer in the Cffice of the President. The Associzte Vice President for

Information Technology Services is responsible for oversesing records management and

Records Management Committes

information practices policy and is chair of the committes. EMPF Policies

Related Committess
Location and Primary Member Alternate Member

BERKELEY

Lizne Ko

Public Records Coordinator
Ethics, Risk & Compliance Services
Phone: (510)664-4615

DAVIS

Lynette Temple

Director, Legal Affairs

Office of the Campus Counsel
Phone: (530)752-3943



Itis important for all members of the University community to adhere to the retention periods in the schedule {except inthe cases of a records hald). The schedule serves
as the lawful autharization for the disposition of recards; consequences of not following the schedule may include court-imposed legal sanctions.

Schedule update project

The RMC currently is conducting a systemwide project to update the records retention schedule.
=

ee Schedule Update Project for maoye information.
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Schedule Update Project conTACT

The University Records Management Committee (RMC) is leading an initiative to  gmail Laurie Sletten
revise the existing schedule to better address the types of administrative records  phgne: (510) 987-9411
currently in use, to support University compliance with legal and other regulatory
retention requirements, and to promote adherence to UC best practices.
Questions about the schedule should be directed to the appropriate campus
records manager.

ADDITIONAL INFORMATION
Schedule update process
The project was launched in May 2012. A records manager was hired by the Office = Records Retention Schedule
of the President to lead the project under the RMC's direction.

About the Records Retention
To determine updated retention periods, the project lead reviews University Schedule

policies and procedures, researches relevant legal requirements, and meets with
functional area experts both to validate the proposed retention period and to
determine if other types of records exist that should be included.

Schedule Update Project

Records Management Committee

RMP Polici
The RMC reviews the draft record category descriptions and retention periods, olicles

seeks input from campus functicnal experts, and suggests revisions as
appropriate. After several iterations, the RMC approves the text and retention
period for a particular category of records, and turns to the next category for
discussion and review.

Related Committees

‘Why update the schedule

The existing records retention schedule is out-of-date. 1t was developed in the
1980s and includes now-cbsolete records yet lacks many new records. It does not
appropriately reflect the current business environment, advances in technology
and records management practice, or current data privacy and security standards

In addition, the format of the existing schedule is cumbersome to use. 1t lists
specific records, such as the title of a form, rather than broad categories of j




Records included j

Fer University palid kiyersity Recards Management Program,” and except as superseded by federal laws and regulations, and university

contracts, the retention mado all administrative records, regardless of their medium, owned by the

e University of California campuses and the Ofgg of the President,
¢ University of California health sciences centers, ari
¢ Department of Energy laboratories managed by the UnivePs

The schedule does not apply to

¢ Administrative recards held by the Principal Officers of The Regents,
¢ Teaching and research records (e.q., library materials, faculty research an
« Records pertaining to individual patient care (medical records).

of California.
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Program
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Resgurces and Communications
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+ University of California campuses and the Office of the President,
+ University of California health sciences centers, and
+ Department of Energy laborataries managed by the University of California.
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The items from the existing schedule that have not been superseded a

Results here

Records Code Function Function Category Category Sub-Category Keywords Retention Retention Rule  Comments
Descrintion Descrintion Title Period
o e
noo1* 1. General Transitary 1. General Transitary routine internal  Official Record:  Delete or Wiy
Routine Office records Routine Office records reports, routine  Retain records destroy after the
Transitory document Transitory document internal reviews, for no longer retention period
Records routine general  Records routine general routine internal  than one year has lapsed
office activities. office activities. plans, after their
In this context In this context letters, more... administrative
the word the word UsE maore. .
"rautine” mare.. "routineg” more..
aooaar 4 Human Human A FPre- Pre-employment Pre- Official Record:  Delete or Wiy
Resources Resources ermploymeant and Recruitment employment, Retain records 4 destroy atter the
Recards Recards and Recruitment Records Recruitrment vears after the retention period
document the Records document the Records, search end ofthe fiscal  has lapsed
human activities records, vear in which the
res0Urces surrounding the selection specific more...
processes and selection records,
activities of the processes announcements
University, mo. .. IMOre... records, mare..
aoosAr™ 4. Financial and  These are A Accounts Accounts A1, Records Accounts Official Record:  Delete or Wi ey
Procurement records that Pavable/Rece... Payable/Rece... usedas Payahle, Retain records destroy after the
Records document the Frocurerment Procurement supporing Accounts for 6 years after  retention period
financial and and and documentation  Receivahle, the has lapsed
procurement Banking/Cash BankingfCash for sponsored Procurement, expirationiter...
activities of the Handling Handling activities Banking ofthe
Iniversity. Records Records records, Cash sponsared m. .
These mare... dacument the Handling
payment of Records, moare...
mare...
noosazs a. Financial and  These are A Accounts Accaunts A 2. Records Accaounts Official Record:  Delete or Wi
Procurerment records that Pavable/Rece... Payable/Rece... usedas FPayahle, Retain records destroy after the
Records document the Frocurement Procurement supporing Accounts for 5 years after  retention period
financial and and and documentation  Receivahle, the end ofthe has lapsed
procurement BankingiCash Banking/Cash far expenditures  Procurement, fiscalyear in
activities of the Handling Handling related to bond  Banking wehich the
Iniversity. Records Records financing more... records, Cash hand maore..
These mare... document the Handling
payment of Records, moare...
mare...
noosA3* 4. Financial and  These are A Accounts Accounts A3 AN Other Accounts Official Record:  Delete or Wi
Procurerment records that Pavable/Rece... Pavable/Rece... Accounts Payahle, Retain records destroy after the
Records document the Procurement Procurement PavahlefRecei... Accounts for 4 years after  retention period
financial and and and Frocurement Receivable, the end ofthe has lapsed
procurement BankinarCash Banking/Cash and Frocurement, fiscal year in
activities of the Handling Handling Banking/Cash Banking whiich all activity
| i@ e it Do o Eornr Hardling rocarie (Cach [aatuia=]
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Ok, Now what?

Records Code § Function Function Category Category Sub-Category Keywords Retention Retention Rule] Comments
Description Description Title Period
aoo1* 1. General Transitorny 1. General Transitory routine internal  Official Record:  Delete ar W ey
Routine Office records Routine Office records reports, routine  Retain records  destroy after th
Transitory document Transitory document internal reviews, far no longer retention periog
Recards rautine genera Records rautine general rautine internal  than one year has lapsed
office activities office activities. plans, after their
In this contesxt In this context letters, more... administrative
the word the word Use mare...
"rauting” maore. "routing” rmoare.
noo4a* 4. Human Hurman A Pre- Fre-employme Pre- Official Record:  Delete or W ey
Resources Resoutces emplaoyment and Recruitme employment, Retain records 4 destroy after th
Recards Records and Recruitment Records Recruitment vears after the retention period
document the Records document the Recaords, search  end afthe fiscal  has lapsed
human activities records, year in which the
resaurces surrounding the selection specific mare. .
PrOCESSES AN selection records,
activities ofthe QMCESSEsS announcemeants
niversity, mo. mare... records, more..
QoosA1* 5. Financial ang These are A Accounts Accounts A 1. Records Accounts Official Record:  Delete or WiEy
Procurement records that FayvahleiRece... Payahle/Rece..§ usedas Pavyahle, Retain records  destroy after th
Records document the Frocurement Frocurement supporting Arcounts for 6 years after  retention periog
financial and and and documentation Receivable, the has lapsed
procurement BankingiZash Banking/fCash for sponsored Frocurement, expirationter. ..
activities of the Handling Handling activities Banking of the
University. Fecords Records records, Cash sponsored m...
These more... document the Handling
payment of Records, more...
more

New Items have * after t
Function Descriptions, may have Sub-Category Titles,
and have Comments.

ne Records Code, have
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Ok, Now what?

43 Fecord s TOETIT

Records Code § Function Function Category Category Sub-Category Keywords Retention Retention Rule § Comments
Description Description Title Period
15496 Library: Libirary Librany Library 4 after expiration  Delete ar
Acquisitions Furchasellease Purchaseileass Furchase, destroy after the
Adreements Adreements Library Lease retention period
Agreements has lapsed
1600 Library: Qpen Order Qpen Order Open Order 1-5 Delete ar
Arquisitions Cancellation Cancellation Cancellation File destroy after th
File File retention period
has lapsed
1601 Librany: Library Donor Library Donar Library Donor Permanent Permanent
Acquisitions File File File records
1602 Librany: Library Gifts-- Library Gifts-- Library Gifts, LIntil Delete or
Arguisitions Exchange File Exchange File Exchange File superseded destroy after th
retention period
has lapsed
1344 FPhys Plant: CostData CostData CostData 10-25 Delete or
Architects & Sheets, by Sheets, by Sheets, project destroy after th
Engineers Froject Project costs retention period
has lapsed
1344 Fhys Plant: Froject Budget  Project Budget Froject Budget  Following Delete or e
Architects & Cantral Contral Cantral campletion of destroy after th
Engineers project- see retention period
carmment has lapsed
section
1346 Phys Plant: Executive Executive Executive 10 after project Permanent N

ltems from the previous schedule do not have * after
the Records Code, no Function Descriptions, no Sub-
Category Titles, and most do not have Comments.
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Records Code -
Helps you identify
what you are looking
at when talking with
someone else.
Updated 1tems end

—Jwith *.
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Function — This IS

Function
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5. Financial and
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the broad category or
batch for updated
Items. For the other
Items, It IS the
function and

category.




tail - Windows Internet Explorer provided by MSN & Bing !E E

University of California

Records Disposition Schedules Manual

Record Detail

Record Name: Revenue from Instructional Use of Computers - 12
month Pernod

Record Number: 221
Function:| Auxiliary & Service Enterprises
Record Category:| Enterprise: Computer Center
Record Office: Computer Center
Disposition Record Copy: 0-7
Disposition Other Copy: 0-7
Vital:
CG:
Comments:
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Now what?

Records Code

Function

Function
Description

oot

noo4A*

noosAt*

noosaz*

1. General
Routine Office
Transitory
Records

4. Human
Resources
Records

4. Financial and
Procurement
Fecords

4. Financial and
Procurement
Records

Transitony
records
document
routine general
office activities.
In this context
the word
“routine” maore. ..

Human
Resources
Records
document the
human
resources
processes and
activities ofthe
LIniversity, mo. ..

These are
records that
document the
financial and
procurement
activities ofthe
LIniversity.
These more...

These are
records that
document the
financial and
procurement
activities of the
LIniversity.
These mnre

Function
Description —
provides you
with a description
of the
function/batch.
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Records Code Function Function Category
Description
noot* 1. General Transitory 1. General
Routine Office records Routine Office
Transitory document Transitory
Recards raoutine general | Records
office activities.
In this context
the word
"routing" rmaore. .
aooaa* 4. Human Hurman A Pre-
Resources Resources ermployment
Fecords Records and Recruitment
document the Records
human
resources
processes and
activities ofthe
Liniversity, ma. ..
Q005A1* A Financialand  These are AAccounts
Frocurement records that Fayvable/iRece...
Fecords document the Procurement
financial and and
procurerment BankingiCash
activities ofthe Handling
Liniversity. Records
These more...
Q0o0&aAZ* A Financialand  These are AAccounts
Frocurement recards that FPayahleiRece. ..
Fecaords document the Procurement
financial and and
procurement BankingiCash

Aartivitiaos Aaf tho

Ll = cllitic

Category — For
updated items, this
drills down Into
the batch to a sub-
function. For the
other 1tems this IS
the record name.
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Records Code Function Function Category Category
Description Description
noo1* 1. General Transitary 1. General Transitary
Rautine Office recards Routine Officy recards
Transitory document Transitary docurment
Records routine general  Records rautine general
office activities. office activities.
Inthis context In this context
the word the word
“routing” maore... "routing” maore...
ooo4a* 4. Human Hurman A Pre- Pre-employment
Resources Resources employment and Recruitrment
Records Records and Recruitment Records
documentthe Recards document the
human activities
resouUrces surraunding the
processes and selection
activities of the processes
Iniversity, ma. . mare. .
noosAar™ a. Financialand These are A ACcounts Accounts
Procurement recards that Pavable/Recq... PayahleiRece...
Records documentthe Procurement Procurement
financial and and and
procurement BankingiCas Banking/Cash
activities of the Handling Handling
LIniversity. Recaords Recards
Thesze more... document the
payment of
mare...
QoosAz* a. Financialand  These are A Accounts Accounts
Frocurement records that Pavable/Recqd... PayahleiRece...
Records documentthe Procurement Procurement
financial and and and
procurement Banking/Cas Banking/Cash
activities of the Handling Handling
niversity. Recaords Recaords
Thesze more... document the
payment of

[TIOFE...

Category
Description — For
updated Items,
this describes the
sub-function. For
the other 1tems It
IS the record name
again.



Search Result

The items from th
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Ok, Now what?

Records Code  Function Function Category Category Sub-Category
Description Description Title
oot 1. General Transitary 1. General Transitory
Routine Office records Foutine Office records
Transitory document Transitary document
Recards routine general  Records routine general
office activities. office activities.
In this context In this context
the ward the ward
“routine” more. . "rautine” maore..
noo4ar 4. Human Hurman A Pre- Fre-employmen
Resources Resources employment and Recruitmen
Recards Fecards and Recruitrment Records
document the Recards document the
human activities
resources surrounding the
processes and selection
activities of the processes
niversity, mo. .. mare. ..
000aAl* 4. Financialand  These are A Accounts Accounts A 1. Records
Procurement recards that FPayvablefRece... Payahle/Rece...] usedas
Recards document the Procurement Procurement supporting
financial and and and documentation
procurement BankinaiCash BankingiCash for sponsared
activities of the Handling Handling activities
University. Fecords Records
These more... document the
payment of
mare...
Q00aAZ* 4. Financial and  These are A Accounts Accounts A 2 Records
Procurement recaords that FPayvablefRece... Payahle/Rece...] usedas
Recards document the Procurement Procurement supparting
financial and and and documentation
procurement Banking/Cash Bankinoizash for expenditures
activities of the Handling Handling related to bond
lniversity. Recards Recards financing more...
These more... document the
payment of

More. ..

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



Ok, Now what?

A

Keywords — We
have added
keywords to help
you search for the
records. We can
add more when
needed.

Records, moare..

-Category Keywords Retention Retention Rule  Comments
= Period
routine internal | Official Record:  Delete or ey
reparts, rauting | Retain records destroy after the
internal reviews, | far no longer retention period
routine internal | than one year has lapsed
plans, after their
letters, more... administrative
USe mare...
Pre- Official Recard:  Delete ar Wiy
emplayment, Retain records 4 destroy after the
Recruitment years after the retention period
Records, searchl end ofthe fiscal  has lapsed
recards, year inwhich the
selection specific mare...
recards,
announcements
recards, more...
Arcounts Official Record:  Delete ar Wiy
Fayahle, Retain recards destroy after the
Arcounts for Byears after  retention period
Receivable, the has lapsed
Frocurement, expirationfter. .
Banking af the
recards, Cash sponsored m...
Handling
Records, mare..
Accounts Official Record:  Delete ar Wy
Fayahle, Retain recards destroy after the
Accounts far 5 years after  retention period
Receivable, the end of the has lapsed
Frocurement, fiscalyearin
Banking which the
recards, Cash hond maore...
Handling



Ok, Now what?

=
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Retention Period —
This will give the

retention period
for the Official

Record and All
Other Coples.

Fetain recards
for G years after
the end of the
fiscalyearin
wehich the

hond mare...

oy Keywords Retention Retention Rule  Comments
Period
routing internal | Official Record: | Delete ar Wi
reparts, routine | Retain records destroy after the
far no langer retention period
than ane year has lapsed
after their
administrative
use maore...
Official Record: | Delete or Wigwy
Fetain records 4) destroy after the
vears after the retention period
end of the fiscal | has lapsed
wear inwhich the
specific more...
Official Record: | Delete ar W ey
Fetain records destroy after the
for 6 years after | retention period
the has lapsed
expirationiter. ..
afthe
sponsored m...
Official Recaord: | Delete or W ey

destroy after the
retention period
has lapsed
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Retention Rule — | ==~
Thiswill tell you |.... |.
whether the record |-
will need to be e |
retained e
permanentlyor |
not. e
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Comments — This will
provide you with
more detail about the
records, whether they
are confidential, vital |
or any other special
requirements.
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Records Code Function Function Category Category Sub-Category Keyworids Retention Retention Rule  Comments
Description _— Description Title Period I~
noo1* 1. General Transitary 1. General Transitary routine internal  Official Record:  Delete ar W ey
Routine Office records Faoutine Office records reports, routine  Retain records destroy after th
Transitary document Transitary daocument internal reviews, far no longer retention period
Recards routine general \ Records routine general routing internal  than one year has lapsed
office activities. office activities. plans after their
In this context In this context |etter
the worg the word
"rnutin "routing @
nooz2ax 2. Program Program A Prodgram A Prodgram academic plans, Official Record:  Permanent ey
Administration administration administration administration long range Permanent, records
Recards records records of records of development subjectto
documentthe enduring enduring plans, policy, Lniversity
activities historical value  histarical value palicies, letters,  Archives review.
involved in are those acknowledge... Coordinate the
manading significant transfer
andiar running records of more...
the maore... that more...
nooze* 2. Program Program B. Operational Cperational letters, Official Recard:  Delete ar W ey
Administration administration prograrm prograrm acknowledge... Retainrecords 5 destroy after the
Recaords recards administration administration memas, naotes,  years afterthe retention period
documentthe records records do not transmittals, e-  end ofthefiscal  has lapsed
activities have enduring mail messages, yearinwhich the
involved in historical value, demaonstrate ... recards are
managing hut serve maore...
andiar running to mare...
the moare...
noozsr= 3. Payroll and Payrall and A Employes Employes A 1. Mon- employea's Official Record:  Delete ar Wi ey
Benefits Benefits Withhaolding/D...  Withholding/D... Retirement weithholding Retain recards destroy after the
Records Fecords Authorizations Authorizations Benefit Election  allowance for a0 years after retention period
document the and Individual and Individual ar Enrallment cerificates, W-4,  the end offiscal  has lapsed

nawrnll and nnn-

Pavrnll Farninms

Pawrnll Farninns  Rernrds

taw formes nnk-

wear in whirh the

Click on hyper-links — get extended results




Records Code  Function Function Category Category Sub-Category Keywords Retention
Description Description Title Period
onn1= 1. General Transitory 1. General Transitory routine internal  Official Reco
Routine Office records Routine Office records reports, routine  Retain recon
Transitory document Transitory document internal reviewes, forno longer
Fecords routine gener: Fecords routine general routine internal ~ than one yea
office activities. office activities. plans, after their
In this eontext Iitte @ arlg i
©
00nzA® 2. Program Program A Program academic plang, Official Reco
Adrministration adrinistration administration administration long range Fermanent,
Records records records of records of development subjectto
document the enduring enduring plans, policy, University
activities historical value  historical value policies, letters,  Archives revi
involved in are those acknowledge Coordinate 1l
manading significant transfer

Click on these hy

links — all get the same

per-

extended results

Function:

1. General Routine Office Transitory Records

Function Description:

Transitory records document routine general office activities, In this context the word
"routine” rmeans activities related to the typical internal operation of an office,
including: staffing, administrative procedures, systems, and comrmunications, They do
not serve as docurnentation of the establishment of unique programs, functions, units,
or a campus, nor record fiscal obligations to demonstrate accountability or docurment

important historical decisions of the University,

Category:

1. General Routine Office Transitory Recards

Category Description:

Transitory records document routine general office activities, In this context

the waord "routine” reans activities related to the typical internal operation
of an office, including: staffing, administrative procedures, systems, and

cormmunications. They do not serve as docurnentation of the establishment of
unigque programs, functions, units, or a carmpus, nor record fiscal obligations
to dernonstrate accountability or document immportant historical decisions of the

University, Transitory records, found in all formats {paper, electronic, or
otherwise) may include but are not limited to;

+ internal information records, such as office and travel schedules, memoranda,

and routine internal repaorts, reviews and plans, used to disseminate
information or for other administrative purposes;

+ grdinary, commonplace communications found in letters, acknowledgements,
memos, notes, postcards, transmittals, voice-rnail messages, e-mail messages and

other routine rmessages, regardless of media;

+ office support records, such as procedures to operate routine office
equiprment &.g. phones, fax machines, photocopiers, and logs and internal
requests for the use of office/facilities space and equiprment;

+ administrative cormmmittees’ members’ records when the member is not the

official record keeper for the committes;

+ unsolicited job applications and resumes;
+ docurnentation of the day-to-day administration and training of office

personnel;
+ records of supplies and office services;

+ records and docurnentation of unit activity relating to specific and defined

short-term administrative projects;

+ source docurents used for data input only, after input has been verified; and
* source documents that have been scanned, after the record created from the

scan has been verified as accurate and stared in a proper recordkeeping

systern, The scanning process must meet authentication standards to assure the
records” inteqgrity, reliability and trustworthiness, Some source docurments rmay

need to be retained, even after scanning if required by law or agency

regulations, for exarmple wet-signature promissory notes, oaths, patents, etc.
The documentation of the scanning process is not a transitory record and must
be retained for as long as the converted record is retained. See the cormments

section for more information on scanning and recordkeeping systems.

The value {usefulness) of these routine facilitative records is short-lived and

therefore their retention period is rminirmal.
Sub-Category Title:

Keywords:

routine internal reports, routine internal reviews, routine internal plans, lett

er
acknowledgermnents, e- mail messages, routine messages, office support rn3|:585J logs,
internal requests, administrative committees members records, unsaolicited job



Record Code:
ooo1*

Functional Category:
1. General Routine Office Transitory Records

Comments:

Records created from scanned source documents must be verified and documented as
accurate following the imaging process, Thereafter, the source records may be
destroyed unless prohibited by law or agency requlations, The created records

rmust be retained in a proper recordkeeping system for their retention period,

The documentation of the scanning process is not a transitory record and must be
retained for as long as the converted record is retained.

Some agencies have very specific requirements for retaining source documents and
for how imaaging must be done. These agencies include but are not limited to FAR,
IRZ, FOA, and DHS., If required by law or agency regulations, source documents
must be kept, even after having been scanned, for example wet-signature
promissory notes, oaths, patents, etc. If records governed by an agency are
scanned, agency requirernents for imaging processes must be met,

& proper recordkeeping systerm is one that meets University of California
standards for assuring the records are authentic and will retain their
integrity, availability, and confidentiality for their lifecycle, Proper
recordkeeping includes the collection, organization, and categorization of
records to facilitate their preservation, retrieval, use, and disposition,
allowing recards to be:

+ grouped with related records into classifications according to

operational needs,

+ retrieved easily and in a timely manner,

+ retained in a usable forrmat for the reguired retention period found in

an approved records retention schedule, on-going investigation or legal action,
* accessed by individuals who have a need for the records found within the
system,

+ secured from inappropriate access when the records contain personally
identifiable information, restricted or confidential information,

+ protected from inappropriate dissernination, rodification or destruction,
and

* disposed of in accordance with approved retention schedules,

2013-07-11 15:23:40

Retaining transitory records longer than necessary consumes resources required to
properly manage records of longer term walue.

2013-07-11 158:25:17

Some of these records may have restricted information in them. Records containing
restricted information (regardless of media) moust be protected from unauthorized
access, disclosure and disposition, in accordance with University palicy and
Zalifornia and Federal laws. Restricted information includes “Motice-Triggering
Information™ as defined in UC Business and Finance Bulletin Information Series
Policy I5-2: (name plus Social Security Number, driver’'s license or California
identification card number, financial account nurmber with a security code, medical

Keywords Retention Retention Rule  Comments
Period /\

routine internal  Official Record:  Delete ar Wiewy

reports, routine  Retain records destroy after th

internal reviesws,  far no longer retention perio

routine internal  than ane year has lapsed

plans, after their

letters, rmore... administrative
USe mare...

academic plansg, Official Record:  Permanent Wiewy

long range Fermanent, records

development subject to

plans, palicy, Lniversity

palicies, letters,
acknowledge. ..

Archives review.
Coordinate the

Click on the
comments hyper-link
—get the comments

employea's
withhalding
allowance
cedificates, W-4,

taw farme hink-

COfficial Record:
Retain recards
for 50 years after

the end of fiscal
waar in whirh thia

Delete ar i e
destroy after the
retention period

has lapsed
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SEARCH THE SCHEDULE

Search the Records Retention Schedule

Search
BROWSE THE SCHEDULE
Browse by Category ™ 1. General Routine Office Transitory Records
ACCESS THE EULL SCHEDULE 2. Program Administration Recards
=l Sl [ 2 Pavrolland Benefits Becords
Frint Full Schedule ¥ 4 Human Resources Records
RESOURCES ™ & Financial and Procurement Records
Fetention Schedule FAQs (FOF) I & Compliance Records
Fetention Schedule Glassary (FOF) .
Contact r Admin: Agreements
Horme r Admin: Applications, Requests

™ admin: Cedificates, Licenses, Permits, Registration, Warrantees

™ admin: Cantracts, Grants, Agreements

Click on the category or categories you want.

Click on Search.




Search Resuits:

The items from the existing schedule that have not been superseded are in this database.

New items have a * after the number.

12 records fauhnod

Records Code Function Function Category Category Sub-Category Keywords Retention Retention Rule  Comments
Description Description Title Period
Qoo4ax 4. Human Hurman A Pre- Fre-employment Pre- Official Recard:  Delete or W ey
Resources Resources ermployment and Recruitment employment, Retain records 4 destroy after the
Records Records and Recruitment Records Recruitrment years after the retention period
document the Fecords document the Records, search end ofthe fiscal  has lapsed
human activities recaords, year inwhich the
resources surrounding the zelection specific more...
processes and selection recards,
activities ofthe processes announcements
University, mo. .. maore... records, maore...
Qooag1* 4. Human Hurman B. Individual Individual B. 1. Mandatory  training, Official Record:  Delete or W ey
Resoutces Resources Emplovee Emplovee training and professional Retain recards destroy after the
Records Records Employrment Employrment other development, for Gyears after  retention period
document the and Interns, and Interns, professionalfs...  staff the end ofthe has lapsed
human Yolunteers and  Volunteers and  dewelopment development, fiscal yearin
resources Contingent Contingent recards Employee which the
processes and  Workers Workers Training, Faculty training maore.
activities of the Records Records Training, more...
University, mo. .. document mao...
noo4Bz* 4. Human Human B. Individual Individual B. 2 Candidate Official Record:  Delete or WiEy
Resources Resources Employee Employee Background Background Retain records destroy after the
Records Records Employrment Employrment Check Records  Check, for Gyears after  retention period
document the and Interns, and Interns, hackground the end ofthe has lapsed
human Volunteers and  Volunteers and check records,  fiscal yearin
resources Contingent Contingent on- boarding which more...
processes and  Workers Workers records,
activities of the Fecords Records Background
Liniversity, mo. .. document mo... check, mare...
Qooapz* 4. Human Human B. Individual Individual B. 3. Intern, Interns, Official Record:  Delete or Wy
Resources Resources Employee Employee Yalunteer and Yalunteers, Retain records destroy after the
Records Records Employrment Employrment

Contingent

Contingent

for 3 years atter

retention period




SEARCH THE SCHEDULE

BROWSE THE SCHEDULE
Browse by Categony

ACCESS THE FULL

[ Full Schedule |
Frint Full Schedule

DULE

RESOURCES

Fetention Schedule FAGRs (P

Search Results:

The items from the existing schedule that have not been superseded are in this database.
New items have a * after the number.

437 records found for "

Records Code Function Function Category Category Sub-Category Keywords Retention Retention Rule  Comments
Description Description Title Period
noot* 1. General Transitory 1. General Transitory routine internal Official Record:  Delete or Wie
Routine Office records Routine Office records reports, routine  Retain records destroy after the
Transitory document Transitong document internal reviews, for no longer retention period
Records routine general  Records routine general routine internal  than one yvear has lapsed
office activities. office activities. plans, after their
In this context In this context letters, more.. administrative
the word the ward use maore...
“routine” mare... “routine” more...
noozax 2. Program Pragram A Program A Program academic plans, Official Record:  Permanent Wiew
Administration administration administration administration long range Permanent, records
Records recards recards of recards of development subjectto
docurnent the enduring enduring plans, policy, University
activities historicalwalue  historical value policies, letters,  Archives review,
involved in are those acknowledge...  Coordinate the
managing significant transfer
andfor running recards af maore...
the mare... that more..
nooze* 2. Program Program B. Operational Operational letters, Official Record:  Delete or Wie
Administration administration pragram program acknowledge...  Retainrecords & destroy after the
Records recards administration administration memaos, notes,  years afterthe retention period
document the recards recards do not transmittals, e- end ofthe fiscal  has lapsed
activities have enduring mail messages, yearinwhich the
involved in historical value, demonstrate ... records are
managing hut serve mare...
andfor running to more..
the mare...
000341+ 3. Payroll and Payroll and A Emploves Employes A1 Mon- emploves's Official Record:  Delete or WiE
Benefits Benefits Withholding/D...  Withholding/D... Retirement withholding Retain records destroy after the
Records Records Authorizations Authorizations Benefit Election  allowance for 50 years after retention period
document the and Individual and Individual or Enrallment cedificates, Wi-4, the end offiscal  has lapsed
payrall and non-  Payroll Earmings  Payroll Earnings  Records tax forms, non- vearin which the
retirarnent Recaords Recaords residentaliens  recards mare...
henefits document the tax more..
more...

processes

Fetention Schedule Glossary (FDF)

Contact
Horme



Search Results:

The items from the existing schedule that have not been superseded are in this database.

Mew items have a * after the number.

437 recards found for ™"

Records Code Fu

You will see all items 1n the schedule

o

ooo1* 1.
Roufine Office FECOrdS Foufine Ofice FECOrds FEROMS, FOUTINE  Retain recofds  destroy aiter ine
Transitory document Transitory document internal reviews, for no longer retention period
Records routine general  Recaords rauting general raoutine internal  than ane year has lapsed
office activities, office activities. nlans, after their
In this context Inthis context letters, maore. .. administrative
the word the word USEe maore...
"routing" mare... "routing" maore...
nooza« 2. Program FPragram A Program A, Program academic plans, Official Record:  Permanent ey
Administration administration administration administration long range Permanent, recards
Recaords records recards of recards of development suhbjectto
document the enduring enduring plans, policy, niversity
activities historical walue  historical value nolicies, letters,  Archives review.
imvoled in are those acknowledge...  Coordinate the
managing significant transfar
andiar running records af mare. .
the moare.. that mare...
nooze* 2. Program Program B. Qperational Cperational letters, Official Recard:  Delete or Wi
Administration administration pragram [ragram acknowledge... Retainrecords 5 destroy after the
Records records administration administration memaos, notes,  vears after the retention period
document the records records do not transmittals, e-  end ofthe fiscal  has lapsed
activities have enduring mail messages, yearinwhich the
invalved in histarical wvalue, demonstrate ...  records are
manading hut serve mMore...
andiar running to mare..
the moare..
O003AT1T 3. Payroll and Payroll and A Employes Employee AT, Mon- employee's Official Recard:  Delete or Wienwy
Benefits Benefits Withholding/D. .. Withhalding/D. ..  Retirement withhalding Retain recards destroy after the
Records Fecords Autharizations Autharizations Benefit Election  allowance far a0 yvears after  retention period
document the and Individual and Individual ar Enrallment cedificates, W-4, the end offizcal  has lapsed
payroll and non-  Payroll Earnings  Payroll Earminos Records tax forms, non- wear inwhich the
retirerment Records Records resident aliens  records maoare...
henefits document the tax maore. .
processes mare...
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1 Records Function Function Description Category Category Description Sub-Category Title Keywords Retention Period
0001* 1. General Routine Office Transitory Transitory records document routine 1. General Routine Office Transitory Transitory records document routing routine internal reports, routine internal | Official Record: Retain records forl_|
Records general office activities. In this context  |Records general office activities. In this context reviews, routine internal plans, letters, longer than one year after their
the word "routine” means activities related the word ""routine" means activities acknowledgements, e- mail messages, administrative use ceases. All Othe
to the typical mnternal operation of an related to the typical internal operation of routine messages, office support records, |Copies: Copies are considered non-
office, mcluding: staffing, administrative an office. mcluding: staffing, logs. internal requests, administrative records and should be retained only
procedures, systems, and administrative procedures, systems, and committees members records, unsolicited |long as they are being used. but ne
communications. They do not serve as communications. They do not serve as job applications. supplies. office services, |longer than the official record.
documentation of the establishment of documentation of the establishment of routine projects, source documents, data
unique programs, functions, vnits, or a unique programs, functions, units, or a input records, scanned documents,
campus, nor record fiscal obligations to campus, nor record fiscal obligations to acknowledgement. administrative
demonstrate accountability or document demonstrate accountability or document procedures, correspondence, email, e-
important historical decisions of the important historical decisions of the mail. Fax, general correspondence.
University. University. Transitory records. found in informal letter. internal correspondence,
all formats (paper. electronic. or internal letter, internal notes, internal
otherwise) may include but are not limited plans, internal reports, internal reviews,
to: = internal information records, such as letter, memo, memoranda, memos,
office and travel schedules, memoranda, 'messages, nofes, office administration,
and roufine mnternal reports, reviews and office equipment, office personnel
plans, used to disseminate mformation or traming, office procedures. Office
for other administrative purposes; * Schedule, office schedules, office supply,
ordinary, commonplace communications office supply inventory. phone logs,
found in letters, acknowledgements, postcards, routine procedures, source
memos, notes, postcards, transmittals, documents for data input, source
'voice-mail messages, e-mail messages and)| documents for scanning, staffing. supply
other roufine messages. regardless of records, telephone logs, transitory email,
2 madia- « office sunnort records such as transitory records transmittals ravel
00024* 2_ Program Admimistration Records Program administration records document |A. Program administration records of A Program admimstration records of academic plans, long range development |Official Record: Permanent, subjec
the activities involved in managing and/or |enduring historical value enduring historical value are those plans, policy. policies, letters, University Archives review. Coord:
running the University, a University significant records that document the acknowledgements. memos, notes, e-mail |the transfer of these records to the
department or program. There are two university's development, decision-making messages, procedures, directives, general |University Archives when no longe
categories of program administration process, and the essential cultural history orders, program case files, strategic needed for current operational busi
records: A. Program Administration of each campus. Because of their plans, organizational charts, functional All Other Copies: Unless found else
Records of enduring historical value, and historical importance, they are considered statements, reorganization, studies, high- |in the records retention schedule, s
B._ Operational Program Administration archival records and should be offered to profile reports, watershed reports, the copies identified above m the m
Records. The descriptions below and the the campus archives when they are no noteworthy reports, annual reports, agendas. final reports, bylaws, and
campus records management coordinator longer required for the day to day special projects records, historical historically significant records crea
of campus archivist can assist you in activities of the University. Their transfer records, official minutes, agendas, final  |all official committees or working |
distinguishing between the two categories. must be coordinated with the archives. aws, official committes including advisory and ad-hoc
W 4 b M| retention_schedule (43) %0 = S : [ m — ] o : T B
Ready [EEEFE e [] n




SEARCH THE SCHEDULE

BROWSE THE SCHEDULE
Browse by Category

ACCESS THE FULL SCHEDULE

Full Schedule
Frint Full Schedule

RESOURCES
Retention Schedule FARQS (FDF)

Contact
Horme

UC Records Retention Schedule FAQs

Is the UC Records Retention Schedule a new requirement?
No, this 15 an extensive update of the existing retenfion schedule (Records Disposihon
Schedules Mamual). The schedule is established by the University Records
Management Committee in accordance with Business and Finance Bulletin BMP-1.
“University Fecords Management Program.™

Who has to use the UC Records Retention Schedule?
Everyone at UC who handles administrative records. Per Business and Finance Bulletin
EMP-2. “Records Fetention and Disposition: Principles. Processes. and Guidelines ™
the UC Records Retention Schedule govems the retention of records umversitywide. It
15 to be accessible to any university employee with record-keeping responsibilities and
15 to be followed by all university units. The policy further states that “All employees
who handle administrative records are responsible for applying the puidelines contained
in this Bulletin.™

Per BMP-1, the schedule does not apply to
*  Administrative records held by the Principal Officers of The Regents,
& Teaching and research records (e.g., library matenials, faculty research and
teaching matenals, student exanunations). or
+ Records pertaming to individual patient care (medical records).

How do I use the UC Records Retention Schedule?
Search by typing into the search box keywords related to the type of records you are
leoking for, or browse one of the following options:
+  Full schedule
s Category
The record items have hyperlinks that you can click on to view the entry in its entirety.

Can I obtain a schedule of just the records that pertain to my office?
You can click on Print Full Schedule and download an Excel spreadsheet of the
retention schedule. Then you can delete the sections that do not apply to your area.
However, be sure to regularly check the on-line database for any updates.

Will UC continue to update its retention schedule?
Yes. UC 15 in engaged in a phased project to update its retenfion schedule. It 1s
reformatting the structure of the schedule, updating retention penods, and replacing the
application in which the schedule is presented to users. Once an updated section of the
schedule 15 published, it is immediately effective and the new retention period
supersedes any previously published periods.

The University Fecords Management Committes will continually update the schedule
as lemslative, regulatory, or business practices changes oceur.

Last updated on July 3, 2013
Page 1of3




UC Records Retention Schedule Glossary

N 2 Administrative use — is a retention period assigned to records that are no longer

needed to support on-going administrative activities and that become valueless on a
unscheduled basis.

Case —records, regardless of media. that documents a specific action, event. persom.
place, project, or other matter.

Claims — is a type of case that documents the conducting of negotiations, business
mafters. and the like to a particular conclusion or sefflement.

SEARCH THE SCHEDULE Confidential information — applies broadly to information for which disclosure or
access may be assigned some degree of sensitivity, and therefore, for which some degree
of protection or restricted access may be identified. Unauthorized access to or disclosure
of information in this category could seriously or adversely affect the University and

=T cause financial loss, damage to the University’s reputation, loss of confidence or public

standing, or adversely affect a partner, e.g., a business or agency working with the

University. Information in this category may have limited, moderate, or severe impact on
Umiversity functions, which nmst be determined through risk assessment or business

BROWSE THE SCHEDULE impact analysis. (UC Business & Financial Bulletin IS-2: Inventory, Classification,

and Release of University Electronic Information §III.A 1 a)

Browse by Category

Logisrical Records — records that document all arrangements that are made in order
to organize and deliver a conference, seminar, symposia or other professional
education event.

ACCESS THE FULL SCHEDULE

Nortice-triggering information — Section 179829 of the California Civil Code,

F 1 | | 5 C h =) d 1 | =) which enacts the security breach notification requirement of the Information Practices
) Act (IPA). defines the specific personal information that is subject to that section of
Frint Full Schedule the [PA. This “notice-triggering information™ (name plus Social Security Number,

driver’s license or California identification card number, financial account number
with a security code, medical information or health insurance information) should be
classified as restricted information (see Restricted Information). (UC Business &
HESC'UH-CEE Financial Bulletin IS-2: Inventory, Classification, and Release of University
. Electronic §IILA 1.b)

Preservation hold — see Records freeze.

Retention Schedule Glossary (FODF)

Procurement — refers to contracting with firms to provide goods and services in
support of the university's mission, sourcing the highest quality of products and
H ame services at the least total cost. At UC procurement includes leveraging university
buying power through strategic and collaborative sourcing, adoption of proven
technologies, and supplier performance management.

Last updated on July 3, 2013
Pags laof3
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SEARCH THE SCHEDULE o 7% 77 m 00

Records Management Committee EEMIRC

The University Records Management Committee (RMC) is charged by University policy, RMP-1, Email Laurie 5letten

“University Records Management Program,” with coordinating records managementacross the phgpe {510) 987-3411
EH.DWSE THE ECHEDULE University to ensure that administrative records are appropriately managed and preserved, and
can be retrieved zs needed. The RMC is responsible fer guiding University records management

and privacy pelicy, developing and maintaining the universitywide records retention schedule,

Browse by Category

and developing guidelines and procedures supporting best practices and regulatory DD TIORAL IR ORARATICR

requirements.

AECEES THE FLILL SCHEDUL The committee is composed of the records management coordinator frem each campus, the ® UL Records Retention Schedule

Lawrence Berkeley Mational Laberatory, Agriculture and Matural Rescurces, and the Office of
= e = Abgutthe UC Records Retention Schedule

the President, as well as four ex-officic members representing the General Counsel of The
Full Schedule i e e . . .
Regents, the UC Archivists Council, the University Auditor in the Office of the President, and " Schedule Update Project
F'rln‘t F|_||| EEhEdl_”E the Chief Financizl Officer in the Cffice of the President. The Associzte Vice President for * Records Management Committee
Infarmation Technology Services is responsible for oversesing records management and
information practices policy and is chair of the committee. " RMP Policies
RESOURCES ® Related Committees
Location and Primary Member Alternate Member

Fetention Schedule FARS (PI cn
' hedule

Liane Ko

Public Records Coordinator

Contact ficke : _
Ethics, Risk & Compliance Services
HDTTIE Phone: (510) 664-4615

DAVIS

Lynette Temple

Director, Legal Affairs

Office of the Campus Counsel
Fhone: (530) 752-3945



UNIVERSITY Records Retention

OF Schedule
CALIFORNIA
SEARCH THE SCHEDULE
| About the Schedule
BIEEIER Knowing what records to keep and for how long is challenging. A records retention schedule defines the period oftime that records should be retained and when they
BR E THE SCHEDULE should be destroved. Various requirements hased in law and university palicy govern the retention of administrative recards. A retention schedule is critical for promating

responsible records management, mitigating risk, and ensuring cansistent compliance across UC. The University Recards Management Committee (RMC) is charged
Browse by Category with developing and maintaining the universitywide recards retention schedule. Questions regarding the schedule should be directed to the appropriate campus Records

Management Coordinatar .
ACCESS THE FULL SCHEDULE

Full Schedule Itis 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
Erint Full Schedule asg the lawful autharization for the disposition of records; conseguences of not following the schedule may include court-imposed legal sanctions.
Schedule update project
RESOURCES The RMC currently is conducting a systemwide project to update the records retention schedule. See Schedule Lipdate Project far maore information.
Retention Schedule FAGS (PDF)
Retention Schedule G|DSS&I‘\;’ (PDF) Recorids included in the schedule
Contact Per University policy, RMP-1, "University Records Management Program," and except as superseded by federal laws and regulations, and university contracts, the
Horne retention schedule applies to all administrative records, regardless of their medium, owned by the

o Lniversity of California campuses and the Office ofthe President,
o Lniversity of Califarnia health sciences centers, and
o [Department of Energy laboratories managed by the University of Califarnia.

The schedule does not apply to

+ Administrative records held by the Principal Officers of The Regents,
¢ Teaching and research records (2., library materials, faculty research and teaching materials, student examinations), or
+ Records pertaining to individual patient care (medical records).

Records Managernent | Information Technology Services | UCOP
2013 - Regents af the University of Califarnia

Best viewed with Mozilla Firefox, Google Chrome, Safari and\

1 These hyper-links work as well




Questions?

First Name |Last Name |LocatioPhone Email

n
Catherine  Montano |ANR |(510) 987-0103 |catherine.montano@ucop.edu
John Stoner LBNL [(510) 486-6399 JWStoner@Ibl.gov
Liane Ko UCB |(510) 664-4615 |lianeko@Dberkeley.edu
Lynette Temple UCD |(530) 752-3949 |Istemple@ucdavis.edu
Stephanie  [Tenney  |UCI  |(949) 824-3454 isktenney@uci.edu
Scott Monatlik |UCLA |(310) 794-6724 smonatilk@finance.ucla.edu
Sonia Johnston UCM |(209) 228-4412 sjohnston@ucmerced.edu
Russell Lewis UCR |(909) 787-3009 [russell.lewis@ucr.edu
Tessa Mendez |UCSB |(805) 893-7025 tessa.mendez@vcadmin.ucsb.edu
Eloise Cameron |UCSC |(831) 459-2983 lcamron@ucsc.edu
Paula Johnson [UCSD |(858) 534-2552 [pjjohnson@ucsd.edu
Brenda Gee DePeralta |UCSF |(415) 476-4317 |bgee@chanoff.ucsf.edu
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Questions on this project?

Laurie Sletten, CRM, CA
Records Retention Schedule Manager
Laurie.Sletten@ucop.edu
Phone: (510) 987-9411
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