UNIVERSITY OF PORTLAND
RECORD RETENTION AND DESTRUCTION POLICY

POLICY STATEMENT
This policy was approved by the Officers on August 28, 2006. This is the
University’s policy regarding the retention and destruction of all business records
and other records.
PURPOSE
The purpose of this policy is to create a standard for University personnel with
respect to the retention of documents and records created or maintained in the
course of institutional business, and to ensure that records that are no longer needed
or of no value are destroyed at the appropriate time.
ADMINISTRATION
Each department head periodically will review currently-used records and forms to
determine whether these records and forms are adequate and appropriate for each
department’s requirements. In addition, each department head will ensure
compliance with the Family Educational Rights and Privacy Act (FERPA) found on
the University’s web site at http://www.up.edu/registrar/students/ferpa.
Many departments must maintain their own retention and destruction policy based
on their internal and external requirements. It is the responsibility of the
department head to inform all employees within the department of their policy. In
addition, each department head will ensure that all employees within the
department adhere to their policy.
Each department head will periodically review the policy to determine any special
circumstances that necessitate changes to the retention periods. Requests for
changes in retention periods should be made to their Vice President, and may be
implemented only after approval by the Officers.
In the event of a governmental audit, investigation, or pending litigation, record
destruction may be suspended at the direction of any of the Officers. In addition,
the Officers should be informed of any situation that might give rise to legal action
as soon as the situation becomes apparent.
POLICY
Business, tax, reporting and legal considerations require the orderly retention of
University records. For this purpose, the University has in place retention and
destruction policies which apply to electronic as well as paper records. Each

University department maintains copies of their respective policies. All employees
must comply with the policy in effect for their department and employees are urged
to familiarize themselves with the policy.

