Washington State College of Ohio

Business Office Record Retention Schedule

. I Period of Form of Method of . Review
Record Title Description of Record . . . Document Owner| Storage Location
Retention Retention Destruction Completed
Daily Deposits Documentation of Cash Received 4 Years Electronic Destroy Accountant S:Drive TRUE
A TIDLU U LT dLLUUTTLS USTU Uy all .
Chart of Accounts e o jmm““ 4 Years Computerized System Accountant Colleague TRUE
. ITVCTILUI ald ULnct mmorrratctiurn . . .
Fixed Assets Records M_“,M_“,ni’l T Active + 6 Years Electronic Destroy Accountant S:Drive TRUE
A DUURN CUTILATTTITTg a Sultiitialy Ul actait Ul .
General Ledgers L e e e g 6 Years Computerized System Accountant Colleague TRUE
. e medarts U TTHLCT ITg Ucidis Ul a . .
Journal Entries et e e ,i.num e 4 Years Computerized System Accountant S:Drive/Colleague TRUE
reucTdatl LUdiT CITTCR RTCUTT UT CUIMTETRS STETIU TU STUUTTTILS TUT . .
Dot Mttt et €ttt | o Active + 3 Years | Computerized System Accountant Colleague TRUE
ATTTTUat miLermm ristatl NTPUTLS LU TTUTTat gUVCTTITITTIU Ul . .
A . P > Active + 3 Years Computerized System Accountant Colleague TRUE
naratinnc Danartc avnanditiivrac far fadaral neacvamc
ore . LAPWanativrnr ur Uirrcrciites YoLvwweTTh valin . .
Bank Reconciliations Ffﬁ e e e el 4 Years Electronic Destroy Accountant S:Drive TRUE
Bank Statements Periodic statement of bank balances 4 Years Electronic Destroy Accountant S:Drive TRUE
. ATTTOUTTLS UUT TTUTTT ULTTETS UTT UPTTI . ACCUUTTOS
Invoices e e e _P . 4 Years Electronic System Dt Onbase TRUE
. UVETUUT atLluuri,, SUCTh ds tidrai LLLLLISS) . ALLUUTTLS
Bad Debt Actions L it L M”MM{ . 4 Years Computerized System A Datatel/Onbase TRUE
pocCurricritactivurm 1uUl CLLly Casli .
Petty Cash Records H..,.,..,.H,\,.P, d 4 Years Electronic System Accounts Payable Onbase TRUE
SLUUCTIU ACLUUTILTTS FIIES U THUTVIUUAl STUUTTIL  paild artd . ACLUUTTL
Doacavde pnnaid aceniinmte dncliadina accniint 4 Years ComPUterlzed syStem D nzabla COlleague TRUE
CUTTTSPUINTUCTTICT STTIU LU UT TTLTTVEU TTUTT . . . :
Student Correspondence v s Active + 2 Years | Computerterized Destroy Business Office Onbase TRUE
FUTCIUNT INCTHTSTUTT NTLUTU UT tUItivun vwdailverl TUT TITTPLuUytcTco . ALLUUTTLS
i bt o e 4 Years Computerized System o L Colleague/Onbase TRUE
VCTIUTTS CUITITTS 10T NCTLUTU UT TTIUTITY TTLTTVEU as> CUITITIS1UIN . ALLUUTTLS
I t\i’\ D - an \IA:A;V\N contractc 4 Years EleCtron]c SyStem D HVEN N PN Onbase TRUE




YWUIRTTS CUNTTPCTISAtIUN

NTCUTU UT PayiticTig Taluc TUT WUTRETS

CIU7ACCUUINTL

N i 4 Years Electronic Destroy o S: Drive/On Base TRUE
Bank Deposits Record of deposits in banking institutions 4 Years Electronic Destroy Financial Analyst S: Drive TRUE
Purchase Orders AT Uv:f‘::”fff” GLL:E:L e 4 Years System Destroy Accounts Payable Onbase TRUE
Invoices Bill for goods or services received 4 Years Electronic Destroy Accounts Payable Onbase TRUE
Requisitions Forms used to order goods and services 4 Years Computerized System Accounts Payable Colleague TRUE
I‘\-.-k.l.:.l-l,i:t\lf: QLUMF " ﬁw\i:c:tc:‘.'i:f:f A"':":':T:TFU:::V’\G' :W\ 4 Years Computerized System Accounts Payable Colleague TRUE
Travel Expenses Tf_::lu :Jl'::*:i' ':CD "':ur','\c::":':hf: 4 Years Electronic Destroy Accounts Payable Onbase TRUE
UTICTI Ipl:y_\l‘lllf‘.‘\l Ii:-i.l)u' alrc [\C‘I\I.:)Ll:n(:ll Al.‘)izl’:l‘t;l I‘.l;‘bml :l(.:l:t‘: Ul 4 Years E[ectromc Destroy \.F\;Iﬁl:\'t;\;kllill o S: Dr]ve TRUE
. DUUR U1 UTTSTIAUTTILNy TOUT att LAsT .
Check Register R 4 Years Computerized System Accounts Payable Datatel TRUE
Annuity Records JLGLC""::"IL:LE:?)Q ::t _iiu:rr” e 4 Years Computerized System Payroll Datatel TRUE
Cash Receipts Receipts for cash sales or cash received. 4 Years Computerized System Payroll/AR Datatel TRUE
Checks/Pay Advices S P C'I'P:rf :’i:u' SRR Y 4 Years Computerized System Payroll Datatel TRUE
Sales Receipt Receipts for sales or monies received 4 Years Computerized System Payroll/AR Datatel TRUE
raf”:r:f‘f"::\w Hl:ﬂ':" ',:'ii)f: :‘iiu:"f:'ﬂ':,iicu:ij:fn Active + 6 Years Electronic Destroy Payroll Onbase TRUE




GartisriricTit

LCUMLairis COpIcS U LOurt UrdcrS, PTrLnicTit

ot pis e Active + 3 Years Electronic Destroy Financial Anaylst S:Drive TRUE
Leave Record T TR u:f:"fr'ifi"’“ T T Active + 6 Years | Computerized System Financial Anaylst Datatel TRUE
Time Cards | ™ LT TP O G vears | oo T, | T | Fnancia Anaytst [T | TRUE
Parking Tickets - Paid 4 Years Computerized In System Business Office Onbase TRUE
Parking Ticket - Unpaid 4 Years Computerized In System Business Office Onbase TRUE
Grants - Awarded e Active +5 [T =TT System CFO S:Drive TRUE
Annual Financial Report \':":D‘:TL:LTL'ci'nc_"::"‘fp_i': :JL:‘"II‘:'i'al 4 Years Electronic Destroy Controller/CFO S:Drive TRUE
Audit Report - External TR U'jfjf:' PR 4 Years Electronic Destroy CFO S:Drive TRUE
Budget e GW'UVT:*{:TT:HUUUS“ T | Active + 1 Year Electronic Destroy CFO S:Drive TRUE
Duuff:::i':',"”g Budget requests for upcoming fiscal year.| Active + 1 Year Electronic Destroy CFO S:Drive TRUE
1099s ' cg’i‘f:: Ul:"‘u:fi Lr"fff:::fti'm’ 6 Years Electronic Destroy Financial Analyst S:Drive TRUE

W-2s '_i:cl?:":"": 'A'_\CJ:\U::L?::CI‘:T ':j: ::algn?’ 6 Years Electronic Destroy Financial Analyst S:Drive TRUE

Motor Vehicle Records ':tuf:ii:t:i’ ,:'A'ju':r:i’fl'f Active + 6 Years ,.M”,:Tﬂlimm.ﬁ Destroy Controller/CFO n“:)’_u:;'::‘.m TRUE
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