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CCSNH Records Retention Schedule 

 

This schedule prescribes the retention periods for public records created and maintained by the 

Community College System of New Hampshire (CCSNH), its colleges and regional academic centers.  

Retention periods apply to CCSNH Records whether electronic, paper or other physical form created or 

stored by the CCSNH, its colleges and regional academic centers.  

 

Office 365, which provides email, file storage, share point teams and chat among other services, is 

primarily a communication system and is not technically designed to be a long-term repository for 

email, files, or other electronic documents that may be stored there.  Thus, it is suggested that important 

email or documents be removed from the email system and stored either as an electronic or hard copy. 

 

Currently, the data entered into Banner is retained until superseded.  Other systems which IT maintains, 

however, produce transactional logs for VPN access, email, network traffic, hardware systems, 

performance statistics, backups and Banner transaction-related data.  These logs are kept for a minimum 

of 3 months before being overwritten.   

Type of Record Retention Period Relevant Law Records Owner 

Academics    

College Course and Program Records 

including course descriptions, program 

requirements and other documentation 

relating to each course and program 

Retain until obsolete, 

superseded or 

administrative value 

is lost 

  

Faculty Course and Program Records 

including schedules, course outlines, 

syllabi, policies, plans, instructional 

materials, evaluation tools, grade books, 

development materials, and other 

documentation related to each course 

and program 

3 years after last date 

that each course or 

program is taught or 1 

year after any 

applicable audit, 

whichever is longer 

  

Faculty Evaluations By Students 3 years   

    

Accreditation    

Accreditation report and final self-study  10 years after 

accredited or until 

next accreditation 

granted, whichever is 

later 

  

Accreditation supporting documents 1 year after accredited   

    

Child Care     

Enrollment, admission, attendance, and 

activities of children at childcare 

facilities operated by CCSNH 

institutions and documents in 

compliance with applicable state agency 

3 years after 

termination of child 

enrollment 
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requirements. Records may include but 

are not limited to applications for 

admission; emergency notification 

forms; attendance records including 

sign-in sheets; authorizations to 

administer medications; records 

documenting permission to obtain 

emergency medical treatment; records 

documenting permission to participate in 

field trips or other activities; 

immunization records; learning and 

motor skills assessments; and release 

forms.   

Records of suspected or reported child 

abuse and accident reporting including 

narratives, notes, record of contact with 

state Division for Children, Youth and 

Families representatives and law 

enforcement officials; and accident 

reporting forms. 

Until minor’s 21st 

birthday 

  

Licensing Records including records of 

the licensing of school childcare 

facilities by the NH Department of 

Health and Human Services Child Care 

Licensing Unit.  Records may include 

but are not limited to sanitation 

inspections, fire safety reports, fire and 

other emergency drill records, staff 

development and training records, staff 

criminal history checks, staff 

qualification forms, time sheets, staff 

first aid cards, staff driving records, staff 

orientation records, official license, 

Child Care Licensing Unit inspection 

reports and certification and related 

correspondence. 

3 years after 

termination of 

program 

  

    

Construction Projects    

Construction Project Bids 

Awarded Contracts 

Non-Awarded Bids 

 

Permanent 

3 years after award 

  

Building plans, blueprints and design 

plans 

Permanent   

Licenses and permits Permanent   

Engineering studies and reports Permanent   

Maps and surveys Permanent   
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Building plans, blueprints and design 

plans, specifications, shop drawings, 

field reports, minutes, correspondence, 

schedules, invoices, warrantees 

8 years after 

substantial 

completion 

  

    

Contracts    

RFPs, Memoranda of 

Understanding/Agreement, Personal 

Service Agreements, Certificates of 

Insurance 

7 years after 

expiration 

  

Leases/Rental Agreements 7 years after 

expiration 

  

    

Employment    

Pre-employment records including 

applications, resumes, jobs ads, 

screening tools/tests, interview notes and 

other records related to hire/no hire 

decisions 

 

Employee records related to promotions, 

demotions, transfers, performance 

appraisals, terminations, reasonable 

accommodations and/or requests, 

training records, incentive plans, merit 

systems, and seniority systems 

 

Copy of EEO-1 Survey and Intake 

Forms, if applicable 

  

3 years after decision 

 

 

 

 

 

3 years after decision 

or one year after 

termination 

whichever is later 

 

 

 

3 years 

ADEA, ADA, 

Title VII, 

Section 503 of 

Rehabilitation 

Act, 

VEVRAA, 

Executive 

Order 11246 

 

Form I-9 3 years after date of 

hire or one year after 

termination 

whichever is later 

Immigration 

Reform and 

Control Act 

 

Leave Applications/Records 

 

FMLA Leave Application and Related 

Documentation 

  

 

1 year 

 

3 years from date of 

decision or last date 

of leave taken, 

whichever is later  

FMLA  

Health care continuation including 

written notice to employees and their 

dependents of their option to continue 

group health coverage 

6 years from the date 

of the notice 

COBRA  
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Personnel File Retirement or 

termination plus 50 

years 

  

Payroll records, time sheets/cards, basis 

and rate which employee’s wages are 

paid, straight time and overtime 

hours/pay, all additions to or deductions 

from employee’s wages, total wages 

paid each pay period, date of payment 

and the pay period covered by the 

payment, annuity and pension payments, 

fringe benefits paid 

3 years ADEA, FLSA, 

Equal Pay Act, 

Lilly 

Ledbetter, 

FMLA 

 

Tax Records including amounts of 

wages subject to withholding, 

agreements with employees to withhold 

additional tax, actual taxes withheld, 

withholding forms including W-4 

4 years from date tax 

is due or paid 

FICA, FUTA, 

Fed. Income 

Tax 

Withholding 

 

Safety data including accident or 

incident reports 

3 years from date of 

report 

In the case of 

exposure to toxic 

substances or blood-

borne pathogens, 

medical exam results 

must be retained for 

30 years after the 

employee’s 

termination 

RSA 281-A  

Affirmative Action Plan/Data including 

applications and other personnel records 

that support employment decisions 

3 years Executive 

Order 11246 

 

    

Financial    

Tax Returns, IRS Private Letter Rulings 

and Determination Letters 

Permanent   

Conflict of Interest Forms Permanent   

Financial Statements Audited Permanent   

Accounts Receivable 3 years   

Accounts Sent to Collection Paid in Full 7 years after first date 

of delinquency 

  

Accounts Sent to Collection Not Paid in 

Full 

Permanent   

Audit Reports Permanent   

Bank Deposit Slips 

Cash Receipts 

Credit Card Receipts 

3 years or until 

audited plus 1 year, 

whichever is longer 
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Bank Statements 3 years or until 

audited plus 1 year, 

whichever is longer 

  

Budget Permanent   

Chart of Accounts Permanent   

Loan and Grant Disbursement Records, 

Scholarship/Clearing Refund Requests, 

Stale Dated/Stop Payment Checks 

3 years or until 

audited plus 1 year 

whichever is longer 

  

Purchasing 

Awarded Contracts 

Non-Awarded Bids 

 

3 years after 

termination of 

awarded contract 

  

Purchase Orders and Requisitions 

Invoices and Bills 

 

3 years or until 

audited plus 1 year, 

whichever is longer 

  

Travel and Professional Development 

Reimbursement 

7 years   

    

Grants and Federally Funded 

Programs 

   

Annual Reports including IPEDS 

reports, OCR reports, EEO-6 Higher 

Education Staff reports  

3 years or until 

audited plus 1 year, 

whichever is longer 

29 CFR 

1602.50 

 

All records associated with a particular 

grant program (personnel, procurement, 

student records, etc.)  

3 years from the date 

of submission of the 

final report or until 

audited plus 

resolution of any 

findings whichever is 

longer 

2 CFR 

200.333 

 

    

Governance    

By-Laws  Permanent   

Board and Committee Member Lists Permanent   

Board and Committee Member Files 

including CV and Conflict of Interest 

Forms 

3 years after 

appointment 

expiration or 

resignation 

  

Board and Committee Meeting Notices, 

Agendas and Minutes 

Permanent 

 

  

Audio recordings of Board and 

Committee Meetings 

Until written minutes 

approved at meeting 

  

Mission Statement, Strategic Plans Permanent   

Press Releases Permanent   

Policies Permanent   

Organization Charts Permanent   
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Operating Procedures and Manuals 7 years after obsolete 

or superseded 

  

    

Legal    

Internal Investigation including 

Incident Reports, Investigator 

File and Investigation Reports   

5 years after date of 

incident report or date 

investigation report 

issued, whichever is 

later 

  

Litigation Permanent   

Right to Know Requests Permanent   

Settlements Permanent   

    

Medical    

Employee/ADA Requests, 

Return to Work, etc. 

3 years after 

termination 

  

Student 3 years after 

graduation or the last 

date of attendance, 

whichever is later  

  

Student Mental Health and 

Counseling Records 

Permanent   

Clinic Client Charges Permanent   

    

    

Property    

Equipment  

Inventory including instructional 

equipment 

 

User Manual and Maintenance 

Records 

 

Retain current 

inventory only 

 

Retain for life of 

equipment plus 3 

years 

  

Facilities Maintenance Records 3 years   

Parking Tickets 7 years   

Report of Lost or Damaged Property 7 years   

Copyright  3 years after 

expiration 

  

Trademark Permanent   

Vehicles 

Report of Operation of CCSNH 

owned vehicles 

Life history of vehicle 

 

 

3 years 

 

Life of vehicle plus 3 

years 

  

    

Real Estate    
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Options to Purchase Real Estate 7 years after 

expiration of option 

  

Property Records (Deeds, Leases, and 

Title Reports) 

7 years after interest 

has terminated or is 

transferred 

  

    

Risk Management/Public Safety and 

Employee Safety Training Records 

   

Insurance Policies Permanent   

Accident Reports and Claims 7 years except 

incidents involving 

minors, maintain until 

21st birthday 

  

Clery Reports and All Supporting 

Records 

7 years 20 USC § 

1092(f) 

 

Campus Security Activity Logs 7 years 20 USC § 

1092(f) 

 

Key and keycard distribution 3 years after 

employee termination 

or keycard expiration  

  

Parking sticker applications 3 years after 

employee termination 

or student last date of 

attendance 

  

Training 3 years   

    

Student Records, Academic    

Applications for Admission and related 

documents for enrolled students 

5 years after 

graduation or last date 

of attendance, 

whichever is later 

  

Applications for Admission and related 

documents for students who never attend 

3 years after decision 

on application 

  

Student Folders including Active, 

Inactive, Graduated, Suspended, 

Withdrawn 

5 years after 

graduation or the last 

date of attendance, 

whichever is later 

  

Grade Appeal Records 3 years after final 

decision 

  

Intern Evaluations 1 Semester   

Mid-semester/Academic Warnings 1 Semester   

Student Advising and Related Records 3 years after 

graduation or last date 

of attendance, 

whichever is later 
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Official Attendance Rosters 

 

3 years after end of 

semester 

  

Registration and Add/Drop Forms 3 years plus current 

award year (if open 

audit, must keep until 

audit is closed) 

  

Grade/Change of Grade 

Grades/Transcript 

Permanent   

Transcript Request Form 1 year from date of 

request 

  

    

Student Housing and Food Service 

Records 

3 years after 

graduation or last date 

of attendance 

whichever is later 

  

    

Student Records, Other    

Discipline Records 7 years after final 

action  

20 USC § 

1092(f) 

(Clery) 

 

Field Trip Forms, Releases and Waivers 3 years   

Financial Aid Applications and Related 

Records – Student Never Enrolled 

1 year after financial 

aid awarded without 

enrollment or 

admission denied 

  

Financial Aid Records including Award 

Letters, Certification/Origination on 

Grants and Loans, Student Loan Right-

to-Cancel Notification Letters 

3 years plus current 

award year (if open 

audit, must keep until 

audit is closed) 

  

Death Certificate for Cancelled Federal 

Perkins Loans 

3 years or 1 after any 

applicable audit, 

whichever is longer 

  

Non-discrimination in education records 

and reports including records related to 

alleged violations of Title VI, Section 

504 and ADA 

3 years after date of 

incident or report 

whichever is later 

  

Non-discrimination in education records 

of any actions taken in response to a 

report or formal complaint, training 

materials, supportive measures provided, 

investigation reports, recordings of 

hearings and determinations related to 

alleged violations of Title IX 

7 years after date of 

the incident or final 

outcome whichever is 

later 

34 C.F.R. 

106.45(b)(10) 

Title IX 

Coordinator 

Student Identification Card Records 

 

 

5 years after 

graduation or the last 
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date of attendance, 

whichever is later 

Tuition Waiver Records 3 years or 1 year after 

any applicable audit, 

whichever is longer 

  

Deferred Payment Agreements and 

Nelnet Paper Plans 

3 years or 1 year after 

any applicable audit, 

whichever is longer 

  

Consortium Agreements 3 years or 1 year after 

any applicable audit, 

whichever is longer 

  

Third Party Authorizations 3 years or 1 year after 

any applicable audit, 

whichever is longer 

  

    

Student Records, Veterans    

Veterans application, proof of eligibility, 

military orders, veterans benefits request 

form, etc. 

3 years after 

graduation or last date 

of attendance, unless 

prior request from VA 

for longer period  

  

Certificate of release or discharge from 

active duty, DD214 

3 years after 

graduation or last date 

of attendance, unless 

prior request from VA 

for longer period 

  

Application for VA Education Benefits, 

VA22-1990 or VA 22-5490 

3 years after 

graduation or last date 

of attendance, unless 

prior request from VA 

for longer period 

  

Enrollment Certifications (Form 1999) 

and VA Voc Rehab Authorization (Form 

1905) 

3 years after 

graduation or last date 

of attendance, unless 

prior request from VA 

for longer period 

  

    

Workforce Development    

Instructor contracts 3 years after end of 

course 

  

Class evaluations 3 years after end of 

course 

  

Class attendance records 3 years after end of 

course 

  

Course outlines 3 years after end of 

course 
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Certificate of Completion 3 years after end of 

course 

  


