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Step 1: Look for  
Inactive Records. 
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What is an Inactive Record? 
Inactive Record: A record that is no 
longer necessary for the conduct of 
current business, but has not yet 
reached the end of its retention 
period. 
 
 
Business and Finance Bulletin RMP-2 Records retention and disposition: 
principles, processes, and guidelines 
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Active/Inactive records 

Reference 
Activity 

Time 
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Presenter
Presentation Notes
Reference activity or the use of records diminshes rapidly then levels off.   When maintaining records, either in paper, microform, or electronically, it is important to keep this graph in mind.  However, document maintenance is not only about reference but is also about retention.  The best system for reference may not be the best system for retention.
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LIFE CYCLE 

Creation/ 
Receipt 

Active 
Office use 

Inactive use 
Records 

Storage Area 

Permanent: 
2 - 5% 

Temporary: 
95 - 98% 
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Presenter
Presentation Notes
The management of records from creation, through maintenance and use, and finally, through disposition is often referred to as the record’s life cycle.Records retention is based on the life-cycle concept: usefulness of information tends to decline over time, unless records have permanent, archival value (usually only about 2-5 percent of an organization’s records have archival value). Records should be kept for as long as needed to support administrative, legal, and fiscal functions, but no longer, unless they are in that 2-5% category.



Step 2: You have found your 
inactive records.   
• Find the retention period 

for the records on the UC 
Records Retention 
Schedule. 
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http://recordsretention.ucop.edu/ 
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Best viewed with Mozilla Firefox, 
Google Chrome, Safari and IE9  
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Type in keyword, then click on Search 
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Results here 



Suggestions on Search 

Use a short term rather than a long phrase. Use wildcards.  
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Suggestions on Search 

To match an exact phrase, use quotes around the phrase. 
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Broaden or narrow your search by including NOT, OR, or AND. 
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Suggestions on Search 
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Results here.  You can sort by 
each column by clicking on it 
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Records Code – 
Helps you identify 
what you are looking 
at when talking with 
someone else.  
Updated items end 
with *. 
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Function – This is 
the broad category or 
batch for updated 
items.  For the other 
items, it is the 
function and 
category. 
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Function 
Description – 
provides you 
with a description 
of the 
function/batch. 
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Category – For 
updated items, this 
drills down into the 
batch to a sub-
function.  For the 
other items this is 
the record name. 
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Category 
Description – For 
updated items, this 
describes the sub-
function.  For the 
other items it is the 
record name again. 
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Sub-Category 
Title – When 
needed, this 
drills down into 
the sub-function 
to the specific 
records. 
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Keywords – We 
have added 
keywords to help 
you search for the 
records.  We can 
add more when 
needed. 
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Retention Period – 
This will give the 
retention period 
for the Official 
Record and All 
Other Copies. 
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Retention Rule – 
This will tell you 
whether the record 
will need to be 
retained 
permanently or not. 
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Comments – This will 
provide you with more 
detail about the records, 
the justification for the 
retention, whether they 
are confidential, vital or 
any other requirements. 
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Click on the comments hyper-
link –get the comments 

Click on these hyper-links – all get 
the same extended results 



Click on these hyperlinks 
all get the same extended 

results 
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Click on the 
comments hyper-link 
–get the comments 
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Click on the category or categories you want. 
 

Click on Search. 
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You will see all items in the schedule 
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Results here 
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If you need help: 
• Laurie.Sletten@ucop.edu 
• Phone: (510) 987-9411 
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Step 3: The retention period 
for your inactive records has 
not lapsed:  
• Store those with unexpired 

retention periods at the 
commercial records center, 
Recall. 
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• To facilitate retrievals only records of the same 
project, type, or subject should be packed into any 
one box. 
 

• To facilitate final disposition only records with the 
same disposition date should be packed into any one 
box. 
 

• Standard records storage containers should be used 
for records storage.  The container holds 
approximately one cubic foot of records and measures 
12 in. wide x 15 in. long x 10 in. high. 
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• Standard letter size records are packed on the 12 
in. dimension; "legal" size records are packed on 
the 15 in. dimension.  Boxes must not be 
overloaded and should weigh no more than 35 lb. 
 

• Records should be placed on end, in an upright 
position, in standard records boxes. 
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• It is advisable to keep records in their original 
folders to help facilitate access. 
 

• Double check your boxes to make sure that all 
records are facing the same direction and are 
easily identifiable.  
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• Hanging folders or binders should not be 
placed in the boxes as they take up space and 
are not economical. 
 

• Leave 1 to 2 inches of space in each box to 
accommodate handling of the records. 
 

• One 36-inch lateral filing drawer of records 
will fill the space in a little more than 2 boxes 
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• Do not use rubber bands to secure the records as 
rubber bands deteriorate over time. 
 

• Do not lay records on top of each other in the 
box. 
 

• Records should be in a searchable order within 
the box. 
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• Barcode labels and transmittal sheets may be 
obtained by contacting Mail Services. 
 

• Every box must be labeled with a pre-printed 
label. Each label carries a unique number found 
in a barcode. This number will be the number 
you will use to retrieve the box. 
 

• Three items on the label need to be completed. 

46 

Storing Records Off-site –Tips 

Trash or Treasure? 
Records Compliance Week Starts August 4 - Learn what to do with your records 



INFORMATIONAL SERIES 

• Dept/Cost Center: The assigned 3 to 5 code for your 
department or unit.  

• Destruction Date: No records will be destroyed 
without appropriate approval. Enter the 2-digit month 
and 2-digit year when the contents are to be destroyed 
according to the UC Records Retention Schedule.  

• Description: Provide a brief (up to 60 characters) 
description of the box contents. 

• Be sure the box label and/or box description does not 
contain information that would reveal confidential 
information.  
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• Remove labels, Post-its, etc., from the box.  
 

• Place the barcode label on the lower right 
corner of the front of the box. 
 

• The “front” of the box is either of the two 
panels with a handle hole.  If one of the handle 
holed panels has a glued or stapled end, that 
panel should be the back of the box. 
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• Put a description on the transmittal sheet.  
 

• There should be adequate information on the 
transmittal, or another record kept in the unit, to allow 
future staff to retrieve the correct box from storage 
and to decide on the ultimate disposal of the box. 
 

• Units should review the UC Records Retention 
Schedule and identify the records with that 
information in the description. 
 

• Be sure the box description does not contain 
information that would reveal confidential 
information. 
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Transmittal Sheet 
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Storing Records Off-site –Tips 
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• When ready for pickup, send the top (white) copy of all 
transmittal sheets to Mail Services, 6th floor, Franklin.  
Mail Services will schedule the pick-up for the next 
available time, usually within two working days. 
 

• Mail Services coordinates retrievals of boxes from 
storage. Standard turnaround for requests is next-day 
delivery.  
E-mail mailroom@ucop.edu.  
Provide the barcode number(s) 
Provide the address for delivery 
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• Records kept off-site should be reviewed 
annually to determine whether the retention 
period has been met and disposition can 
proceed. 
 

• Out of Sight does NOT mean Out of Mind! 
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Storing Records Off-site –Tips 

• For more information:  
Storing Records Off-Site at a Commercial Records Center 

(http://www.ucop.edu/building-administrative-
services/services/records-storage.html) 

http://www.ucop.edu/building-administrative-services/services/records-storage.html
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Contact information for Mail Services 
 

• E-mail mailroom@ucop.edu 
• Phone: (510) 987-0326 

 
• Room 6315 

1111 Franklin Street 
Oakland, CA 94607 
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Step 4: The retention period 
for your inactive records has 
expired. 
• Delete/destroy those with 

lapsed retention periods. 
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You should not follow the retention 
schedule if there is: 

• A Public Records Act Request still being satisfied; 
• A 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 other 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 me about the 
requirement. I will work with the Records 
Management Committee [RMC] to change the 
schedule.  
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Are there any other 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 me to identify the needs. I can also 
discuss with the RMC to determine if the 
schedule should be changed.  
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What to shred 
• In the comments section of the UC Records 

Retention Schedule, you will find information 
regarding the confidentiality of the records. 

• Documents containing Personal, Restricted, 
Confidential or Sensitive Information must be 
securely shredded.  
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Methods of disposal need to take into account the 
subject matter or contents of the records.  Records 
containing information that, if accessed or used 
inappropriately, could adversely affect the university, 
its partners, or the public, must not be disposed of 
casually. Instead, such records must be destroyed so 
that they cannot practicably be read or reconstructed. 
In some cases, records requiring destruction may be 
intermingled with disposable records to such an 
extent that it is more cost-effective to destroy an 
entire group of records, rather than picking out just 
those for which destruction is required. 
RMP-2, Appendix B 
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What to shred 
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RMP-2, Appendix B 
 Confidential Information 
 Personal Information 
 Attorney-Client Privileged Records 
 Records of Outside Parties Containing 

Trade Secrets or Proprietary Information 
 Protected Health Information 
 Restricted Sensitivity Records 
 Personally Identifiable Information 
 More also identified in RMP-8 
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What about the rest?   
Recycle what you can! 
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What else do you need to know about 
our Records Compliance Week? 

• It is August 4-8, 2014. 
• There will be shred bins and recycle barrels 

available. 
• We hope your department will purge your 

records with lapsed retention periods (that are 
not required for any records freezes) found in 
your offices, the parking garage storage areas, 
and at Recall. 
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• If you need help, I will be available for ½ hour 
consultations. 

• Call me or e-mail me to set up times during that 
week (I am available via phone and e-mail 
anytime, but will be on-site those days): 
 Monday, August 4, Franklin 
 Tuesday, August 5, Kaiser 
 Thursday, August 7, 20th St 
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What else do you need to know about 
our Records Compliance Week? 
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• I will be contacting people about records in 
Recall that may be eligible for destruction 
(based on the Recall inventory), please take the 
time to verify the contents, make sure there is 
not a records freeze and let me know if you 
approve of the destruction. 

• Review the Link for the article about this 
event: http://link.ucop.edu/2014/07/14/more-
purging-records-compliance-week-coming-
aug-4/ 
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What else do you need to know about 
our Records Compliance Week? 
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We are holding two contests: 
1. A funniest document contest: send us the oldest or 

most out-of-date document you find. 
2. Who can come closest (without going over) to 

guessing how much we shredded and recycled (by 
weight). 

E-mail your documents and guesses to: 
RecordsCompliance@ucop.edu 

Results will be found in the Link.  Prizes will be 
awarded! 
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What else do you need to know about 
our Records Compliance Week? 
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One Final  REMINDER 
You should not follow the retention schedule 

if there is: 
 A Public Records Act Request has not been satisfied; 
 A 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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 UC Records Retention Schedule (http://recordsretention.ucop.edu/) 
 UC-Office of the President Records Retention Management 

(http://www.ucop.edu/information-technology-services/initiatives/records-
retention-management/index.html) 

 UCOP Central Records Collection Guidelines for Submission of Materials 
(http://www.ucop.edu/information-technology-services/services/ucop-it-
services/records-management/ucop-central-records-collection-guidelines-
for-submission-of-materials-.html) 

 Shredding Records (http://www.ucop.edu/building-administrative-
services/services/records-shredding.html) 

 Storing Records Off-Site at a Commercial Records Center 
(http://www.ucop.edu/building-administrative-services/services/records-
storage.html) 

 UC-Wide Records Management  
 (http://www.ucop.edu/information-technology-services/initiatives/records-

management/index.html) 

Important Websites 
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http://recordsretention.ucop.edu/
http://www.ucop.edu/information-technology-services/initiatives/records-retention-management/index.html
http://www.ucop.edu/information-technology-services/services/ucop-it-services/records-management/ucop-central-records-collection-guidelines-for-submission-of-materials-.html
http://www.ucop.edu/building-administrative-services/services/records-shredding.html
http://www.ucop.edu/building-administrative-services/services/records-storage.html
http://www.ucop.edu/information-technology-services/initiatives/records-management/index.html
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Laurie Sletten, CRM, CA 
Records Manager 

Laurie.Sletten@ucop.edu 
Phone: (510) 987-9411 
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