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MEMORANDUM 

TO: Corporation Board of Directors 

CC: Kevin R. Saunders, Corporation Executive Director 
  
FROM: Nancy S. Ayala 

 DATE: 14 September 2017 

SUBJECT: Agenda and Read-Ahead Materials 

 
Enclosed are the agenda and read-ahead materials for the Corporation Board of Directors 
meeting on Thursday, 21 September 2017. The meeting will be in the board room at the Alumni 
and Visitors Center on the CSUMB campus starting at 8:30 a.m. 
 
If you have any questions or concerns before the Board meeting, please feel free to contact me 
at nayala@csumb.edu or (831) 582-3396. 
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Note:  In accordance with Education Code §89921 and Foundation Bylaws Article VI §5, this agenda provides notice of the 
business to be transacted (i.e., topics for Board discussion).  Action may be taken on any item on the agenda.  The italicized 
notations above are for guidance purposes only and the Board may take action on any item listed on the agenda, whether 

action is specifically prescribed. 

Board of Directors Meeting 
Thursday, 21 September 2017     8:30 a.m. – 10:30 a.m. 

Alumni and Visitor’s Center – Board Room 
 

REGULAR MEETING AGENDA 
I. Call to Order E. Ochoa 

 
II. Approval of Minutes 
*2 min.      Approval of 15 June 2017 meeting minutes  E. Ochoa 
                   (Action:  Discussion and motion to approve the minutes) 
 
III. Reports 
*15 min. A. External Funding Update – Sponsored Programs C. Lopez 

(Report to the Board, no action required) 
 10 min. B. Auxiliary Audit Committee Report W. Musselman 
  (Report to the Board, no action required) 
*15 min. C Presentation of the 2016/17 Audited Financial Report S. Baggett 

(Discussion and motion to ratify the Committee’s approval of the audited financial report) 
15 min. D. Corporate and Foundation Relations – University Development  C. Avila 
  (Report to the Board, no action required) 
 10 min. E. Investment Committee Report R. Taylor 
  (Report to the Board, no action required) 
15 min. F. Executive Director’s Report K. Saunders 

(Report to the Board, no action required) 
 
 

IV. Unfinished Business - None 
 
V. New Business  
*5 min. Policy Manual Review N. Ayala 
 (Action:  Discussion and motion to adopt policies) 

 
VI. Executive Session 
 
VII. Open Communications/Announcements E. Ochoa 

 Next Board meeting: 14 December 2017 
 
VIII. Adjournment E. Ochoa 
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Board of Directors Meeting  

Thursday, 15 June 2017 
8:31 a.m. – 10:23 a.m. 

Alumni and Visitors Center – 
Board Room 

100 Campus Center, Seaside, CA 
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Draft, Minutes 
 

Board Members Present: Board Members Absent: 
Dr. Eduardo Ochoa, President Chris Carpenter, Director Dr. Bonnie D. Irwin, Secretary 
Barbara Zappas, Director Kevin R. Saunders, Exec. Dir. Dr. Ronnie Higgs, Director 
Robert C. Taylor, Esq., Director Michael Smith, Director 
  Pat Tinsley McGill, Director 

Presenters: Staff Present 
Sherry Baggett, Corporation Controller Nancy S. Ayala, Gov. & Compl. Mgr. 
Cindy Lopez, Director of Sponsored Programs Office  
Clarisa Avila, Corporate & Foundation Relations Officer  
Miklos Benedek, KAZU General Manager  

Annual Meeting 
I. Call to Order:  A quorum being established, President Eduardo Ochoa called the 

meeting to order at 8:31 a.m. 
 

II. Governance: 
A. Appointment of Board Directors: Director Barbara Zappas is reappointed to serve a 

three-year term through June 2020. Student Director Nathaniel Bond is appointed to 
serve a one-year term through June 2018.  

B. Election of Board Officers: Moved by Director Robert C. Taylor and seconded to 
adopt the slate of officers as presented, the motion carried. 

C. Appointment of Standing Committee Members: Moved by Director Zappas and 
seconded to appoint the Standing Committee members as presented. With no further 
discussion, the motion carried. 
 

III. Administration: 
Policy Manual Review: Governance and Compliance Manager Nancy S. Ayala 
presented one new policy, Close-Out Policy and five revised policies: Cost Share Policy; 
Allowable Costs Expenditures; Records Retention Policy; Facilities and Administrative 
Costs Policy, and the Service Center Policy. The new and revised policies are required 
by the Uniform Administrative Requirements, Cost Principles, and Audit Requirements 
for Federal Awards. These policies will ensure that the Corporation is in compliance with 
the new and updated federal regulations. After some discussion the Board requested 
that the Close-Out Policy be amended to clarify that grants subject to this policy will be 
considered to be closed programmatically meaning expenses can no longer be charged 
to the grant; however, the Corporation can still submit the final invoice to the grant 
funder. The Board requested that staff review the retention period of insurance policies 
specified in the Records Retention Policy to confirm the policy is in compliance. This 
policy will be represented at a following meeting. Moved by Director Taylor and 
seconded to approve the new policy as amended and three revised policies as 
presented. With no further discussion, the motion carried. 
 

IV. Adjournment: With no objections the annual meeting adjourned at 8:50 a.m. 
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Regular Meeting 

 
I. Call to Order: A quorum being established, President Ochoa called the meeting to order 

at 8:50 a.m. 
 

II. Approval of Minutes: It was noted there was a correction made 14 April 2017 meeting 
minutes after the read-ahead materials were distributed. The Executive Director’s Report 
was corrected to read, “It was noted that the Corporation’s rent payments at CSUMB @ 
North Salinas will increase beginning July 2017 since now, rent, and not just utilities will 
also be paid on Pod F.” instead of “It was noted that the Corporation will begin making 
rent payments in July 2017 for the CSUMB @ North Salinas building. Up until now, only 
utility fees have been paid at this location.” Moved by Director Zappas and seconded to 
approve the 14 April 2017 meeting minutes, as amended. With Director Taylor 
abstaining, the motion carried. 
 

III. New Business: 
2017/18 Budget Approval: Executive Director Kevin Saunders presented the 
Corporation’s 2017/18 budget request, noting changes were made to the budget model 
this year. Budget format among other things will change next year, as well. Mr. Saunders 
commended Controller Sherry Baggett and Accounting Manager Monica Rodriguez for 
cleaning up the budget. The budget anticipates gross revenues of approximately $53M, 
expenses of $49M, and direct university support of $1.8M. Mr. Saunders noted that 
approximately 66%, of the revenue comes from housing, mainly Schoonover Park. 
Support for the University comes from housing revenue in general because the 
Corporation uses housing as an asset. This tactic provides the opportunity to support the 
University and its initiatives. The significant reduction in revenue is due to anticipated 
revenues higher than what was received last year on main campus. Main campus had 
many vacancies this past year, but will remedy that this coming academic year. Staff will 
bring back various reports to the Board as requested at the next meeting. Moved by 
Director Zappas and seconded to approve the 2017/18 budget request as presented. 
With no further discussion, the motion carried. 
 

IV. Reports:  
A. FY 2016/17 Q3 Financials:  Corporation Controller Sherry Baggett presented the 

third quarter financial report. Total Assets have increased by $77.7M due primarily to 
the acquisition of the Promontory student housing buildings. Total Liabilities have 
also increased by $71.3M due primarily to the acquisition of debt required to 
purchase the Promontory. Total Net Position has increased by $6.2M this fiscal year 
as seen mostly in Unrestricted Net Position. The Corporation’s Total Net Position 
balance as of March 31, 2017 is $62.8M compared to $56.6M at June 30, 2016. 
Total Operating Revenues are ahead of budget by $934K due mostly to Homeowner 
Sales (a non-budgeted item). Total Operating Expenses are under budget by $354K 
with most line items showing an under-budget variance, except for Cost of 
Homeowner Sales (which isn’t budgeted) and Rental expense and Depreciation 
which are both due to the Promontory. As a result of the above, the Operating 
income exceeded budget by $1.3M. Overall, the Corporation’s Operating Income 
(including gifts and grants) is $5.2M. Total Non-operating Revenues and Expenses 
and Other Changes in Net Position which includes gifts and donations, investment 
income, university support, market gains and losses, and interest on capital-related 
debt yielded net revenues of $1.1M. As a result, the overall net impact of this fiscal 
year’s activities is an increase in net position of $6.2M. 
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B. Escheatment Report: Ms. Baggett reported that the State of California requires 

businesses to review their books and records annually to determine if they have 
reportable property that has remained unclaimed or in inactive accounts for the 
required dormancy period. Payments that were made payable to vendors and were 
not cashed within three years must be reported. Payroll checks that were not cashed 
within one year must be reported, as well. This year the Corporation sent a check to 
the State for $516.78 for four uncashed payroll checks. There were no uncashed 
vendor checks. 
 

C. External Funding Update – Sponsored Programs:  Director of Sponsored Programs 
Office Cindy Lopez presented the third quarter’s external funding report. Through 31 
March 2017, total awards are approximately $10.6M, $2.5M from reaching the 
2016/17 goal of $13.1M. Currently, total awards consist of Federal 75%, State 21%, 
and other sources 4%. 57 total awards compared to 61 same period last year. The 
Facilities and Administrative Costs (F&A) recovery rate for the 3rd quarter is 9.84%.  
 

D. Corporate and Foundation Relations – University Development: Corporate and 
Foundation Relations Officer Clarisa Avila reported on private grants. Year-to-date 
University Development has received approximately $1.3M in private grants. 
Pending proposals total $1.1M. 
 

E. KAZU Briefing:  KAZU General Manager Miklos Benedek provided an update on 
KAZU’s activities, noting that the station will have a record-breaking year in operating 
revenue exceeding $1.8M in gross revenue, compared to $1.5M prior year. 
Membership revenue has also increased from approximately $840K last year to $1M 
this year. Underwriting has increased to over $600K, a 70% increase over the past 
four years. KAZU will cover all of its cash expenses this year excluding the indirect 
support provided by the Corporation. The negative balance on the balance sheet will 
be under $100K this year compared to over $1M over the past ten years. KAZU is 
ranked number three in the Monterey, Salinas, and Santa Cruz areas. Over the past 
few years, a total of then CSUMB student intern at KAZU. This fall KAZU has five 
CSUMB interns working in digital graphics and business production, etc.  
 

F. Investment Committee Report: Investment Committee Chair Robert C. Taylor 
reported on the Investment Committee’s activities. The Operating Fund portfolio has 
30% invested in equity, 60% in fixed income, and 10% in alternatives. The Operating 
Fund has outperformed the benchmark by 100 basis points over the past ten years.  
The Committee will be exploring true alternatives at the next meeting on 18 August 
2017. 
 

G. Executive Director’s Report: Executive Director Kevin Saunders reported on the 
Corporation’s commercial services activities. After 22 years, the Corporation will be 
changing its bookstore vendor from Barnes and Noble to Follett. The Corporation 
issued a Request for Proposal (RFP) and after review, the RFP Committee 
overwhelmingly chose Follett over Barnes and Noble. The change from Barnes and 
Noble to Follett is currently in process and shouldn’t impact students. Barnes and 
Noble services five Universities in the California University System, while Follett 
services twelve. The Dining Commons will undergo a refresh to include different food 
options such as a vegan station as requested by students.  
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V. Unfinished Business:  None 

 
VI. Executive Session:  

Review of Executive Compensation: The Board entered into Executive Session at 10:16 
a.m. The Board exited Executive Session at 10:23 a.m. 
 

VII. Open Communication/Announcements:  None 
 

VIII. Adjournment:  With no further business to conduct and no objection, the meeting was 
adjourned at 10:23 a.m. 

 
 
 
    
 Dr. Bonnie D. Irwin, Secretary/Treasurer   Date 
 
 
 



























































































































































 

UNIVERSITY CORPORATION 
AT MONTEREY BAY 

 
100 Campus Center       Seaside, CA       93955-8001       831/582-3500 

 
MEMORANDUM 
 
TO: Corporation Board of Directors 
CC: Kevin R. Saunders, Corporation Executive Director 
 
FROM: Nancy S. Ayala 
 
DATE: 14 September 2017 
 

SUBJECT: 2017 Policy Review 

 
Enclosed are two proposed policy revisions:  

 
• 571-001-E:  Disposition of Balances on Fixed-Price Agreements Policy  

o There were no significant changes to the policy. The title in the “Authority 
and Responsibilities” section of the policy was revised to reflect current 
practice. 
 

• 711-001-C: Records Retention Policy  
o The regulation references in the policy were updated from OMB Circular A 

to Uniform Administrative Requirements, Cost Principles, and Audit 
Requirements for Federal Awards (Uniform Guidance, or UG).  

o The retention period for insurance policies was revised from three years 
after policy expiration to permanently. 

 
At the regular board meeting on Thursday, 21 September 2017, the Board will be asked 
to adopt the revised policies. Corporation staff recommends the approval of the 
enclosed policies. 
 
If you have any questions or concerns before the Board meeting, please contact me at 
(831) 582-3396 or nayala@csumb.edu 

https://csumb.edu/sites/default/files/images/st-block-36-1495043310520-raw-fandapolicyredlined.docx
https://csumb.edu/sites/default/files/images/st-block-34-1493919723696-raw-711001crecordsretentionpolicycleandraft1.pdf
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571-001-ED:  DISPOSITION OF BALANCES ON 
FIXED-PRICE AGREEMENTS POLICY 

 

I. Introduction 
This policy establishes the guidelines for the management, reporting, and 
disposition of balances on fixed-price agreements. 

II. Purpose 
The purpose of this policy is to comply with sponsor and university policies and to 
ensure that residual balances on fixed-price agreements are managed in a 
manner consistent with the University Corporation’s overall missions and goals. 

III. Terms and Definitions 
A. Fixed-price Agreements:  are defined as agreements that provide for work 

to be performed to the sponsor’s specifications for a fixed dollar amount, 
regardless of the actual cost of doing the work.  With accurate budgeting 
and cost allocations, neither a deficit balance nor a substantial surplus of 
funds should exist at the completion of the project. 

B. Surplus Balances:  are defined as positive cash balances remaining in an 
agreement’s account once all allowable direct costs and the full amount of 
indirect costs have been charged against the account, consistent with the 
parameters established in the procedures for closing fixed-price 
agreement accounts. 

C. Deficit Balances:  are defined as negative cash balances remaining in an 
agreement’s account once all allowable direct costs and the full amount of 
indirect costs have been charged against the account, consistent with the 
parameters established in the procedures for closing fixed-price 
agreement accounts. 

IV. Policy Guidelines 
A. Authority and Responsibilities 

Procedures for closing fixed-price agreement accounts shall be 
established jointly by the Accounting Office and the Sponsored Programs 
Office.  Fixed-price agreement balances shall be evaluated by the 
Accounting Office and the Sponsored Programs Office in accordance with 
the established procedures and all applicable rules and regulations.  
Authority for determining the final amount of a fixed-price agreement’s 



571-001-D:  DISPOSITION OF BALANCES ON 
FIXED-PRICE AGREEMENTS POLICY 

 

2  August 2013September 2017 

balance resides with the Administrative DirectorController of the University 
Corporation at Monterey Bay. 

B. Disposition of Balances 
Fixed-price agreements are generally discouraged because of the 
financial risk involved in underestimating the actual cost of the services 
provided.  If a deficit balance remains at the end of the agreement, the 
University Corporation’s Repayment of Disallowed/Unallowed Costs Policy 
shall govern the reimbursement to the University Corporation.  If a surplus 
balance remains at the end of the agreement, the funds shall be allocated 
according to the following formula, consistent with the procedures for 
closing a fixed-price agreement account: 

80% to the Dean of the College, Division AVP, or VP 
as appropriate 

20% to general University Corporation support 

V. Adoption and Review 
A. The University Corporation’s Board of Directors has adopted this 

Disposition of Balances on Fixed-price Agreements Policy, dated 7 
December 2000. 
1. Revised 20 February 2003 
2. Revised 24 June 2010 
2.3. Revised  

B.   This policy shall be evaluated ten years from its adoption date to 
determine its effectiveness and appropriateness.  The policy may be 
evaluated before that time as necessary to reflect substantial 
organizational, financial, or physical change(s) at the University 
Corporation or any change required by law or by other governing policy.   

Any proposed amendments or variations of this policy would require a majority 
approval by the Corporation Board of Directors.   

VI. Related Documents 
A. 531-009-A: Repayment of Unallowed/Disallowed Costs Policy 
B. Procedures for closing fixed-price agreement accounts 
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711-001-C:  RECORDS RETENTION POLICY 

 
I. Introduction 

 
The University Corporation at Monterey Bay (“Corporation”) is committed to 
records management that ensures compliance with statutory and regulatory 
requirements, and helps to promote best governance practices by preserving 
institutional history while limiting potential fiscal liabilities. 
 

II. Policy 
 
Records/information will be retained and destroyed in accordance with the 
guidelines in section IV below. Each department’s administrative manager (or 
designee) is responsible for implementing this policy. 
 
Retention periods may increase by government regulation, judicial or 
administrative order, private or governmental contract, pending litigation or audit 
requirements. 
 

III. Terms and Definitions 
 
The definitions below are from the CSU Chancellor’s Office Executive Order No. 
1031. 
 
A. Disposition:  A range of processes associated with implementing 

records/information retention, destruction, or transfer decisions that are 
documented in the records/information retention and disposition schedule 
or other authority. 

 
B. Media:  A general term referring to the material onto which business 

information has been recorded and may subsequently be used for 
business purposes. 

 
C. Record/Information:  Every means of recording upon any tangible thing in 

any form of communication or representation, including letters, words, 
pictures, sounds, or symbols, any combination of these or other means to 
engage in business, regardless of media. This includes, but is not limited 
to: 
1. Electronic communication such as email content and attachments, 

voicemail, instant messages, and data on a contactless integrated 
circuit; 
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2. Content on websites, PDAs, mobile devices, desktops, and servers; 
3. Information/data captured in various databases; 
4. Physical paper in files, such as memos, contracts, reports, 

photographs and architectural drawings; 
5. Licenses, certificates, registration, identification cards, or other 

means 
6. Handwriting, typewriting, printing, photostatting, photographing, 

photocopying, transmitting by electronic mail or facsimile; 
7. Any record thereby created, regardless of the manner or media in 

which the records has been stored and/or created; and 
8. Backups of electronic information. 

 
D. Retention Period:  The period of time that a record/information 

shall/should be kept. This period may be divided into: 
1. Active Retention Period – This is the length of time the records or 

information are to remain available for immediate retrieval to meet 
operational needs. 

2. Inactive Retention Period – This is the length of time the records or 
information are to be retained to meet the long-term needs of the 
Corporation. 

 
E. Value:  Records and information may have value in one or more of the 

following areas: 
1. Operational – Required by a department to perform its primary 

function. 
2. Legal – Required to be kept by law or may be needed for litigation 

or a government investigation. 
3. Fiscal – Related to the financial transactions of the Corporation, 

especially those required for audit or tax purposes. 
4. Historical – Of long-term value to document past events. This may 

arise from exceptional age and/or connection with some significant 
historical event or person associated with the Corporation. 

5. Vital – Critical to maintain to ensure operational continuity for the 
Corporation after a disruption or disaster. Vital records or 
information may fall into any one of the above value categories. 

 
IV. Policy Guidelines 

 
A. Record Retention Schedule:  Each department’s administrative manager 

(or designee) is responsible for 
1. Issuing copies of record retention schedules to all appropriate 

individuals, 
2. Reviewing the record retention schedule at least annually to ensure 

that records titles and retention periods are appropriate, and 
3. Determining the active and inactive retention periods for records. 
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B. Designated Records Centers:  Each department’s administrative manager 
(or designee) is responsible for ensuring appropriate access to records. A 
department may have more than one records storage location for active 
retention. Records that are in their inactive retention period should be 
stored in the department-designated storage space until destruction. The 
department administrative manager (or designee) is responsible for 
ensuring that records in their inactive retention period are retired to the 
warehouse. 
 

C. Systematic Organization of Retained Records:  Each department’s 
administrative manager (or designee) is responsible for ensuring that 
retained records are systematically organized and stored. Each 
department is strongly encouraged to develop procedures to document a 
department’s record organization and storage methods in order to 
maintain a consistent and robust records retention system for the 
department. 
 
Examples of what might be included in a departmental records retention 
procedure include: 
1. Specification of storage boxes – size, strength, color 
2. Labeling requirements for storage boxes – document number range 

(from – to), date range, description of document, destroy date or so 
noted if permanent retention 

3. The keeping and regular updating of a master log of boxes 
4. The keeping and regular updating of a master log of CDs or other 

media for digital file storage 
5. An annual review of the master log to schedule record destruction 

as needed 
6. Obtaining authorized signatures for record retrieval and destruction 
However, procedures are not required. 
 

D. Protection of Vital Records:  Vital records must be safeguarded 
appropriately and each department’s administrative manager (or 
designee) is responsible for determining and implementing appropriate 
safeguards. 
 
Examples of appropriate safeguards might include: 
1. Off-site storage for back-ups 
2. Fireproof and/or waterproof storage 
 

E. Destruction of Obsolete Records:  When it is deemed appropriate to 
dispose of certain records, they should be destroyed appropriately. The 
date and method of destruction must be noted on the master log. 
 
Obsolete records may be destroyed in one of the following ways: 
1. Recycle non-confidential paper records; 
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2. Shred or otherwise render unreadable confidential paper records; 
or 

3. Erase or destroy electronically stored data. 
 

F. Digital Records:  Digital records and files should be treated with the same 
confidentiality and security as hard copy documents. Computer records 
should be retained according to the retention periods outlined in the table 
below. 
 
1. University IT regularly backs up the servers. Users are encouraged 

to save their work files on a server instead of on their own hard 
drives because individual hard drives are not backed up. 

2. Computer users are responsible for the maintenance and security 
of their electronic files and data. 

3. Users should review and delete any unused or obsolete files on a 
regular basis, but no less than annually, unless litigation or other 
restrictions are in effect. 

4. Users should periodically clean up their email accounts by 
reviewing and deleting any unused or obsolete emails unless 
litigation or other restrictions are in effect. 

5. When records are digitized (e.g., scanned), all relevant notes, 
worksheets and other papers necessary for reconstructing or 
understanding the records also must be digitized. 

 
G. Inconsistencies in Retention Periods:  If there are inconsistencies in the 

required retention periods, the longer period will be followed. 
 

Document Retention Period Retention 
Location 

Responsibility Retention 
Source 

Authority 
1. Corporate/Organizational Records  

a. Board and committee 
meeting documents, 
including agendas, 
minutes, and related 
documents 

Permanently Corporation 
administration 

Director of 
Operations 

Corps Code § 
6320 

b. Business 
correspondence – 
nonessential 

Sender/recipient 
discretion 

Sender/recipient 
files 

Sender/ 
recipient 

Best Practice 

c. Contracts and leases in 
effect 

7 years after 
expiration date 

Corporation 
administration 

Director of 
Operations 

Best Practice 

d. Incorporation documents 
including articles of 
incorporation, bylaws, 
amendments, and 
related documents 

Permanently Corporation 
administration 

Director of 
Operations 

Corps. Code § 
5160 

e. Tax-exemption 
documents, IRS 

Permanently Corporation 
administration 

Director of 
Operations 

Corps. Code § 
5160 
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determination letter, and 
any related documents 

U.S. Treas. 
Reg. § 1.6033-
2(a)(2)(i) 

  
Document Retention Period Retention 

Location 
Responsibility Retention 

Source 
Authority 

2. Financial Records  
a. Annual Reports 

(year-end financial 
statements) 

Permanently Corporation 
accounting 

Controller Cal. Gov. Code 
§12586(e)(1) 

b. Accounts payable 
records 
(authorizations for 
payment, check 
copies, supporting 
documentation and 
related documents) 

7 years Corporation 
accounting 

Controller Best Practice 

c. Accounts receivable 
records 

7 years Corporation 
accounting 

Controller Best Practice 

d. Audit reports of 
accountants/CPAs 

Permanently Corporation 
accounting 

Controller Cal. Gov. Code 
§12586(e)(1) 

e. Bank statements 
and reconciliations, 
canceled checks, 
check registers, 
investment 
statements and 
related documents 

7 years Corporation 
accounting 

Controller Best Practice 

f. Cash receipt records 
(including cash 
register records, 
prenumbered 
receipts, payment 
logs, cash journals 
and reconciliations) 

7 years Corporation 
accounting 

Controller Best Practice 

g. Credit card 
merchant receipts 

3 years plus current 
fiscal year 

Corporation 
accounting 

Controller Best Practice 

h. Endowment records 
(including trusts, 
bequests, wills) 

Permanently University 
Development 

Manager of 
University 
Development  

Best Practice 

i. Equipment and 
vehicle records 
(including warranties 
and purchase 
information) 

5 years after disposal 
of equipment 

Corporation 
purchasing 

Buyer Ed Code 89048 

j. Gift 
records/agreements 

7 years University 
Development 

Manager of 
University 
Development 
Services 

Best Practice 
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k. Insurance 
letters/corresponden
ce 

3 years after policy 
expiration date 

Corporation risk 
management 

Risk Analyst Best Practice 

l. Insurance policies 
(including expired 
policies) 

3 years after policy 
expiration 
datePermanently 

Corporation risk 
management 

Risk Analyst Best Practice 

m. Payroll records 
(FLSA) 

7 years Corporation payroll Payroll 
Specialist 

29 U.S.C. 
Section 201-
219 
29 CFR Section 
1627.3 or 
28 U.S.C. 
Section 1658 

n. Procurement 
records 

7 years Corporation 
purchasing 

Buyer Best Practice 

o. Property records 
(interest in real 
property) 

5 years after disposal 
of property 

Corporation 
accounting 

Controller 2 CFR 215.53/  

p. Tax returns and 
records, worksheets, 
and related 
documents 

Permanently Corporation 
accounting 

Controller  
 
 
Revenue and 
Taxation Code 
Section 19704 
 

q. Effort reporting/ 
    certification 

Length of time required 
by sponsor but no less 
than 3 years after 
submission of final 
report 

Corporation 
accounting 

Controller Uniform 
Guidance (2 
CFR 200) § 
200.333 
Retention 
requirements 
for records. 
2 CFR 215.53/  
OMB Circular 
A-110 - subpart 
C-53 (b) 
 

r. Grants and contracts 
files (including copy 
of award document, 
fiscal documents, 
copies of 
disbursements, 
copies of payroll 
documents, 
reconciliation reports 
and 
correspondence) 

Length of time required 
by sponsor but no less 
than 3 years after 
submission of final 
report 

Corporation 
accounting 

Controller Uniform 
Guidance (2 
CFR 200) § 
200.333 
Retention 
requirements 
for records. 
2 CFR 215.53/  
OMB Circular 
A-110 - subpart 
C-53 (b) 
 

s. Journal entries 10 years Corporation Controller Best Practice 
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accounting 
t. Research-related 

financial documents 
(as required by OMB 
Circular A-110) 

Length of time required 
by sponsor but no less 
than 3 years after 
submission of final 
report 

Corporation 
accounting 

Controller Uniform 
Guidance (2 
CFR 200) § 
200.333 
Retention 
requirements 
for records. 
2 CFR 215.53/  
OMB Circular 
A-110 - subpart 
C-53 (b) 

  
Document Retention Period Retention 

Location 
Responsibility Retention 

Source 
Authority 

3. HR/Employee Records  
a. Affirmative Action 

(EEOC) programs and 
documents 

5 years Corporation 
human 
resources 

Human Resources 
Manager 

 
29 C.F.R. 
Section 
1602.14  
 

b. Employee benefits data 6 years, but 
not less than 
1 year 
following a 
plan 
termination 

Corporation 
human 
resources 

Human Resources 
Manager 

 
29 U.S.C. 
Section 201-
219 
29 CFR Section 
1627.3 or 
28 U.S.C. 
Section 1658 
 

c. Employment applications 
(for current employees) 

Duration of 
employment 

Corporation 
human 
resources – 
personnel file 

Human Resources 
Manager 

 
29 C.F.R. 
Section 
1602.48 
 

d. Employment applications 
(for those not hired) 

3 years Corporation 
human 
resources 

Human Resources 
Manager 

29 U.S.C. 
Section 
1602.48 

e. Employee health records 
- first aid records for 

job injuries causing 
loss of work time 

- drug and alcohol test 
records 

3 years Corporation 
human 
resources – 
stored 
separately 

Human Resources 
Manager 

CCR Title 8 
§14300.33(a) 
 

f. Employee tax records 
and supporting 
documents 

7 years Corporation 
human 
resources 

Human Resources 
Manager 

26 U.S.C. 
Sections 3101-
3128 

g. Family Medical Leave Act 
(FMLA) records 

3 years Corporation 
human 

Human Resources 
Manager 

29 C.F.R. 
Section 
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V. Adoption and Review 

 
A. The Corporation’s Board of Directors has adopted this Records Retention 

Policy, dated 25 June 2009.   
1. The Corporation’s Board of Directors has adopted this Records 

Retention Policy-B, dated 24 June 2010.  
2. The Corporation’s Board of Directors has adopted this Records 

Retention Policy-C, dated 29 May 2014. 
 

B. This policy shall be evaluated ten years from its adoption date to 
determine its effectiveness and appropriateness.  The policy may be 
evaluated before that time as necessary to reflect substantial 
organizational, financial, or physical change(s) at the University 
Corporation or any change required by law or by other governing policy.  
 
Any proposed amendments or variations of this policy would require a 
majority approval by the Corporation Board of Directors. 
 
 

VI. Related Documents 
A. Executive Order No. 1031 
B. TL-PR2004-01: Records Retention Guidelines for Employment-Related 

Records 

resources – 
stored 
separately 

825.500 
 

h. I-9 verification forms Corporation 
human 
resources 

Human 
Resources 

Manager 8 U.S.C. 
Section 1324a 
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