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A brief overview of the 
schedule update project 
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Records Retention 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@lbl.gov 
Liane Ko  UCB (510) 664-4615 lianeko@berkeley.edu 
Lynette Temple UCD (530) 752-3949 lstemple@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 elcamron@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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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UC’s schedule was outdated: 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 
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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, I started a two-year contract position. 
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Batches 
Records were grouped by function to help facilitate 

the scheduling process. 
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The Plan 
We developed a plan and timeline. 
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The Process 
 I drafted a schedule for the records batch. 
 I sent it out for comment to RMC and 

stakeholders.   
Based on comments, I revised the schedule and 

returned it for additional review.  
Another opportunity for revision and comment. 
 I finalized the schedule and sent it out for final 

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

working days. 
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Timeline 

Where we have been . . .  

Graphic adapted from UCSD graphic from March 2013 
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Timeline 

Where we are going . . .  
Graphic adapted from UCSD graphic from March 2013 



The Process continues for more updates 
 I 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, I revise, send to RMC, 

who gather comments from their stakeholders. 
Another opportunity for revision and comment. 
 I finalize, send out for final review/approval. 
Aggressive schedule: Each step =10 working 

days, when possible. 
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• 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 

Records Appraisal: 



What the updated schedule looks 
like and why it is different 
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http://recordsretention.ucop.edu/ 





Click on hyper-link – specific results 



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. 
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•Scheduling at broader aggregates or functions. 
•Fewer categories from which to choose. 
•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. 

Buckets 
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What’s new? 
Functional categories 
No office of record 
Maximum retention 
Confidential and vital listings 
Rationale 
Media neutral  
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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.  
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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 is called a “Records Freeze”. 
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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.  
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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.  
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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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How to use the new database 
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http://recordsretention.ucop.edu/ 

http://recordsretention.ucop.edu/�


Best viewed with Mozilla Firefox, 
Google Chrome, Safari and IE9  













Type in keyword, then click on Search 



Results here 



Ok, Now what? 

New items have * after the Records Code, have 
Function Descriptions, may have Sub-Category Titles, 

and have Comments. 



Items from the previous schedule do not have * after 
the Records Code, no Function Descriptions, no Sub-

Category Titles, and most do not have Comments. 

Ok, Now what? 



Ok, Now what? 
Records Code – 
Helps you identify 
what you are looking 
at when talking with 
someone else.  
Updated items end 
with *. 



Function – This is 
the broad category or 
batch for updated 
items.  For the other 
items, it is the 
function and 
category. 

Ok, Now what? 





Function 
Description – 
provides you 
with a description 
of the 
function/batch. 
 

Ok, Now what? 



Category – For 
updated items, this 
drills down into 
the batch to a sub-
function.  For the 
other items this is 
the record name. 
 

Ok, Now what? 



Category 
Description – For 
updated items, 
this describes the 
sub-function.  For 
the other items it 
is the record name 
again. 

Ok, Now what? 



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

Ok, Now what? 



Ok, Now what? 
Keywords – We 
have added 
keywords to help 
you search for the 
records.  We can 
add more when 
needed. 



Retention Period – 
This will give the 
retention period 
for the Official 
Record and All 
Other Copies. 
 

Ok, Now what? 



Retention Rule – 
This will tell you 
whether the record 
will need to be 
retained 
permanently or 
not. 
 

Ok, Now what? 



Comments – This will 
provide you with 
more detail about the 
records, whether they 
are confidential, vital 
or any other special 
requirements. 

Ok, Now what? 



Click on hyper-links – get extended results 



Click on these hyper-
links – all get the same 

extended results 
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Click on the 
comments hyper-link 
–get the comments 



Click on the category or categories you want. 
 

Click on Search. 







You will see all items in the schedule 



Results here 











These hyper-links work as well 



Questions? 
First Name Last Name Locatio

n 
Phone Email 

Catherine  Montano ANR (510) 987-0103 catherine.montano@ucop.edu 
John Stoner LBNL (510) 486-6399 JWStoner@lbl.gov 
Liane Ko  UCB (510) 664-4615 lianeko@berkeley.edu 
Lynette Temple UCD (530) 752-3949 lstemple@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 elcamron@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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