Records Retention Schedule Memo
On January 31, 2007, the Public Records Board (PRB) approved the University of Wisconsin System General Records Schedule (UWS GRS) on Fiscal and Accounting Records. See http://www.uwsa.edu/fadmin/records.htm and http://archives.library.wisc.edu/RM/rechome.htm 

The UW System General Records Schedule on record retention policies covers all types of fiscal records. This includes coverage for general financial administration records, gift and grant administration, payments and receipts, state banking and cash management, general ledger, capital improvement and projects, internal controls, and collection. 
Please note: FISC 110 Credit Card Receipts and/or Deposits may NOT be implemented at this time as the retention period stated for that item is in the process of being clarified with the attorney general’s office. 
Record retention periods in the GRS can be implemented without further approvals or notifications. In other words, it is not necessary to contact the University Archives and Records Management Services for approval.  HOWEVER, offices must suspend approved retention practices in the case of open audit, open records requests, or legal investigations. Records needed for such purposes may not be destroyed until the audit or investigation is closed. It is also important to know that retention policy applies regardless of record format or storage media used. Therefore, retention periods apply to hard copy as well as to digital financial records. Remember: Changing a record format or its storage media does not change its status as a record or the need to retain it an appropriate length of time. 
Contact personnel for record retention questions:

Nancy Kunde, UW Madison Records Officer, 262-3284 nkunde@library.wisc.edu; 
Sharon Hughes, UW Madison Cash Management, 262-1305 shughes@bussvc.wisc.edu; 
Kristi Partenheimer, UW Madison Operations Manager, 890-3220 kpartenheimer@bussvc.wisc.edu
