Records Retention Schedule SSARC-932 (09/20)
Louisiana State Archives—Records Management
Louisiana Secretary of State Eope 1 wof 25 R2025214 - I8
Post Office Box 94125, Baton Rouge, LA 70804 recmgi@sos.a.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
4792 | LSU Health Sciences Center New Orleans/ Educational Records _X_RENEWAL
o}
m __REPLACEMENT PAGE
ltem Retention Period = & ADDENDUM PA
Number Records Series Title = HW g nm . _ = GE
o o ] - 4 f—
In Office i 2| 6| 55 & RREE
mﬂoamm Retention (2] <L @B O] >
Student Academic Records including franscripts,
1.1 evaluations and competency assessments PEBM 2 FERM & [R 4N ¥
1.2 Change of Grade Forms PERM 0 PERM C |S |N v
1.3 Class Lists PERM 4] PERM cC |R [N v
1.4 Grade Sheets PERM 0 PERM c |R [N A
1.5 Graduation Lists PERM 0 PERM P |R |N v
Holds on actions such as grades, registration and S I ! g
1.6 transcripts, due to obligations not being met ACT +1AY 0 AdraiEY Wk |8 N | | AST=UNTSnd el AYivhich sueiicd orlegal hold is
by released.
(financial aid, fines, health, etc.)
1.7 Catalogs PERM 0 PERM P R | N \'
1.8 Commencement Programs PERM 0 PERM P R N Vv
1.8 Degree Statistics PERM 0 PERM P R |N v
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT ~ Active Period (when used define tem in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidentiial Information Y-Yes
CY — Calendar Year (Jan 1 —Dec 31) C — Confidentiai Information N -No
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FEY — Federal Fiscal Year (Oct 1 — Sept 30) A~ Transfer o State Archives s
MO —Months WK =Wsek (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM — Permanent (Life of Siate) LOA — Life of Agency S — Review by State Archives I Importan:
NOTE: Please put an asterisk (*) in the Remarks section for any record Q — Other (Specify in Remarks) U= Useful
series that contains bomn-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).
L . i ﬂ
L el GYzds & SEP 05 202
s |74

Agency Approval

Date Signed

Secretary of State, State Archives & Records Services

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 (09/20)

Page 2 of 25 R2025-219 1B

description of the technology. (Ex. Scanned to OnBase),

Post Office Box 94125, Baton Rouge, LA 70804 recmgi@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
472 | LSU Health Sciences Center New Orleans/ Educational Records _X_RENEWAL
o i [17]
Rl ..m __REPLACEMENT PAGE
ltem _ Retention Period = | 8 ADDENDUM PAGE
Number Records Series Title g g ¥ 5 —
. In Total 3| 5| 2¢€ ® Remarks
In Office ] o | 2| 88| &
w._no_.m@m Retention w < nol »
1.10 Enrollment Statistics PERM 0 PERM P R N \'
1.11 Race/ Ethnicity Statistics PERM 0 PERM P |R |N Y%
112 Class Schedules PERM 0 PERM p R |N v
113 FERPA PERM 0 PERM M R N A
Applications and admissions materials for ACT= Unti! end of AY in which student is no longer
i students that are accepted ARl ESRY . ALTrasy 16 15 IR enrolled,
Applications and admissions materials for ACT= Untit end of AY in which student is denied
118 students that are not accepted or opt not to attend AT 30 2 REr-dEy | € 1B LW admission or opts not to attend.
1.16 letters of Recommendation for Applications ACT + 6 MO 0 ACT+BMO | M |[S N v M%“__‘m mm,n“_u___ end of MO in which audited or denied
Campus-Based aid and loans: Pell Programs.and ACT= Until end of AY in which award of loan was
117 FISAP records ACT +3AY 0 ACT +3AY C S N A" mads:
. ACT= Until end of the CY in which ine loan is repaid,
1.18 Perkins Loans AGTHR LY o ACT+S Y G S N v cancelled, or assigned to the US Dept. of Education
Permitted Retenfion Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information Y=Xen FERPA — Family Educational Rights and Privacy
CY — Calendar Year {(Jan 1 — Dec 31) C - Confidential Information N - No Act
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record FISAP—Flscal Oparatlons Repstt and Applicati
& " e C
FFY ~ Federal Fiscal Year (Oct 1 — Sept 30) A —Transfer to State Archives Identification Code & omMM ;mnwmmﬂwmﬁgm AREpAlE R
MO —Months WK —Week (Mon-Sun) DY - Day(s) R ~ Retain in Agency Archives V= Vital
PERM - Permanent (Life of State) LOA—Life of Agency S — Review by State Archives I'= Important
NOTE: Please put an asterisk (*) in the Remarks section for any record QO — Other (Specify in Remarks) U= Useful
series that contains born-digital or imaged records. Include brief

C.E8 Hon ..,

Agency Approval

GU2 zp2 5

Date Signed

SEP 05 2023

S@\. “n
‘
Secretary of State, St#€ Archives & Records Services

Date Approved
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Page 3 of 25 R2025-219 IB

Post Office Box 94125, Baton Rouge, LA 70604 recmgt@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
|- 472 | LSU Health Sciences Center New Orleans/ Educational Records _X_RENEWAL
vt e Y o
s : .m _ REPLACEMENT FPAGE
ltem Retention Period = | 8 ADDENDUM PAGE
Number Records Series Title —— w.m: g M 5 = - x
o £ B = emarks
In Office In 3] c] 85 B
Storage Retention w | <| 6O >
Federal Family Education and Federal Direct e o ’
1.19 Loans (documents related to student or parent ACT + 3 AY 0 ACT+3AY |C |s |N |V .wwwmqw”wﬁ_unmm endof ta AY inwhich student ls'nio
borrower’s eligibifity and participation). '
- ol A ACT= Until end of the AY in which the student last
1.20 All other Financial Aid documents ACT +3AY 9 AGT £3.5Y c = N ¥ attended reports were submitted to funding sources.
Student evaluations including tests, quizzes, ACT= Until the end of the AY in which student Is no
Az assignments, clinic grade sheets, etc. ACT +TAY 0 AT LAY € |5 N ¥ longer enrolled.
1.22 Student competency records for accreditation ACT + 10 AY 0 ACT + 10 AY C S N V | ACT= Until end of AY in which created or received.
Non-degree related training and educational o T ;
1.23 program materials ACT+3CY 0 ACT+3CY M S N U | ACT= Until end of AY in which created or received. .
ACT= Until the end of the AY in which student is no
1.24 International Exchange Student Records ACT + 3AY 0 ACT+3AY (C (S [N v [ longer enrolled.
22 CFR 62.10{g) and 8 CFR 214.3(g)
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT ~ Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M —May Contain Confidential Information Y--Yes
CY - Calendar Year (Jan 1 — Dec 31) C - Confidential Information Nabla
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FEY — Federal Fiscal Year (Oct 1 — Sept 30) A - Transfer to State Archives dentification Code
MO — Months WK ~Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM — Permanent (Life of State) LOA — Life of Agency S — Review by State Archives I'= Important
NOTE: Please put an asterisk (*) in the Remarks section for any record O - Other (Specify in Remarks) Ui Ugetnl
series that contains beorn-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

728

Agency Approval

SEP 05 2025

ULy 25

Date Signed

Date Approved
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Page 4 of 25 R2025-219 IB

Indicate Use of Form

Post Office Box 94125, Baton Rouge, LA 70804 recmgl@sos.la.gov

Agency No | Agency / Divisian / Section __ ORIGINAL SUBMISSION

: A..NN .| LSU Health Sciences Center New Orleans/ Clinical & Hospital Records and Protected _X_RENEWAL

L Health Information 8 REPLACEMENT PAGE
rOI —_—
ltem Retention Period — | 8 __ADDENDUM PAGE
Number Records Series Title £l 8| .
i In Total 3| 5| &€ Kl Remarks
In Office X D 2| 8of &
Storage Retention n | <| DO >
241 Patient Records- Adults ACT + 10 AY 0 ACT +10 AY M |S [N ACT= Until end of AY in which patient is discharged.
2.2 Patient Records- Minors ACT + 10 AY 0 ACT+10AY |M [S [N ACT= Until end of AY in which pafient reaches age of
majority (23)
Pharmacy Records: Includes but not limited to: s Lo
2.3 inspections, waste removals, efc. ACT+5CY o] ACT+5CY M S N ACT= Until end of CY in which created or received.
2.4 Controlled Substances-Inventory and Orders ACT+5CY 0 ACT+5CY M. S N ACT= Until end of CY in which created or received.
Controlled Substances- Dispensed and — Sl i

2.5 Admitistarsd ACT+5CY 0 ACT +5CY M |S N ACT= Until end of CY in which created or received.
28 Equipment Maintenance Records ACT +7CY 0 ACT+7CY |M |S |N wwwﬂ_.mwz_ sudd of Y in-which equipment.Is:na longer
2.7 Pharmacy Recall Records ACT +10CY 0 ACT +10CY M |S N ACT= Until end of CY in which created or received.

Permitted Retention Period Abbreviations

ACT - Active Period {when used define term in remarks column)

FY- Fiscal Year (July 1- June 30)

CY - Calendar Year (Jan 1 — Dec 31)
AY — Academic Year (Aug 1 - July 31)
FFY - Federal Fiscal Year (Oct 1 ~ Sept 30)

MO ~ Months WK —Week (Mon-Sun) DY - Day{(s}
PERM - Permanent (Life of State)

LOA — Life of Agency

NOTE: Please put an asterisk (*) In the Remarks section for any record
series that contains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

Security Status Codes
F — Public Record

State Records Center
Use

A - Transfer to State Archives
R = Retain in Agency Archives
S — Review by State Archives
O — Other {Specify in Remarks)

M —~ May Contain Confidential Information TmYen
C — Confidential Information H=Ho
Archival Processing Codes Vital Record

Identification Code
V= Vital

| = Important

U= Useful

Agency Abbreviations

[

A el

¥

Agency Approval

Yoz

Date Signed

SEP 0 5 2025

te Archives & Records Services

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State
Post Office Box 94125, Baton Rouge, LA 70804

recmat@sos.la.gov

SSARC-932 (09/20)

Page 5 of 25 R2025-219 IB

Indicate Use of Form

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
©: 472 | LSU Health Sciences Center New Orleans/ Human Resources _X_RENEWAL
m __REPLACEMENT PAGE
Item Retention Period - 8 ADDENDUM PAGE
Number Records Series Title = mm... g m 5 — E—
o = b emarks
In Office In : 2] 6| 55 B
mﬁO-.mmm Retention 7] <L no >
3.1 Applications for Non-Hires ACT+20CY 0 ACT +2 CY M s N I Mf_mwmuac:z_ end of CY in which application is filled or
3.2 Civil Service Audit Files ACT+5CY 0 ACT+5CY |M |S N V | ACT= Until end of CY in which audit is completed.
3.3 EEQ/ Affirmative Action Report and Files ACT+3CY 0 ACT+3CY P |5 N | | ACT= Until end of CY In which created and received.
Insurance Eligibility Documentation (Office of ACT= Until end of CY in which employee separates
3.4 Group wmzmmﬁmv ACT+70CY 0 ACT+70CY vt S N vV from agency.
: ACT= Until end of CY in which matter is closed/ final
3.5 Grievance Records ACT +5CY 0 ACT+5CY |M | S N b | Gecision is rendered.
3.6 Insurance: Open Enroliment Materlals (non- ACT +1 CY 0 AcT+icYy [P |s |N | U | ACT=Unti end of CY in which enrollment ends
’ employee specific) < ’
3.7 [-O's ACT + 3 CY 0 ACT +3 CY c s N v WO._. = Until end of CY in which employee separates
Tom agency.
3.8 Job Specs/ Position Descriptions ACT +5CY 0 ACT+5CY |M |s |N | | ACT= Untll end of CY record superseded or
discontinued.
3.9 Job Study Files ACT+5CY 0 ACT+5CY M |'S N I { ACT= Until end of CY in which study is completed.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P — Public Record Uss
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information Y~Yes EEO — Equal Employment Opportunity
CY — Calendar Year {Jan 1 — Dec 31) C — Confidential Information N-No
AY — Academic Year (Aug 1 -~ July 31} Archival Processing Codes Vital Record
FFY ~ Federal Fiscal Year (Oct 1 ~ Sept 30) A - Transfer to State Archives Identification Gode
MO - Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM - Permanent (Life of State) LOA - Life of Agency S — Review by State Archives | = Important
NOTE: Please put an asterisk (*) in the Remarks section for any record O - Other (Specify in Remarks) U= Useful
series that contains born-digital or imaged records. Include brief
description of the fechnology. (Ex. Scanned to OnBase). 2
o Cfity e 3/3/ 204 5~ u w“% g — SEP 0 5 2025
Agency Approval Date Signed Secretary of State, Slate Archives & Records Services Date Approved




Records Retention Schedule

Louisiana State Archives--Records Management
Louisiana Secretary of State
Post Office Box 84125, Baton Rouge, LA 70804

SSARC-932 (09/20)

Page 6 of 25 R2025-219 IB

recmgt@sos la.qov Indicate Use of Form

&2 £ § %AN\NQN.&\

Agency Approval

Date Signed

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
472" | LSU Health Sciences Center New Orleans/ Human Resources _X_RENEWAL
et i 1]
e .m _ REPLACEMENT PAGE
tem Retention Period 5| 8 ADDENDUM PAGE
Number Records Series Title m. s i 5 —
. In Total 3| 5| &£ B Remarks
In Office i ol = | 8a £
mﬁo_‘.wmm mmﬁm—d.ﬂmoa o) L=+ na =
3.10 Layoff/ Layoff Avecidance/ Reduction in Force Files | ACT+3CY 0 ACT+3CY |M |8 |N 1 | ACT= Until end of GY in which created or received,
3.11 Life Insurance Files ACT + 70 GY 0 ACT+70CY |M [§ [N |y | £CT=Until endof CYin which employee separates
rom agency.
312 Organizational Charts/ Reporting Structures PERM 0 PERM P |R |N \'
343 | Payroll Records- TRSL Related ACT +30 GY 0 ACT+30CY |M |S [N v wmzmwwhu%a OLGY Inawitcnemployss. spaafes
3.14 Payroll Records- Non-TRSL Related ACT+5CY 0 ACT+5CY |M |[S |N V | ACT= Until end of CY in which created or received.
ACT= Until end of CY in which date tax paid or due-
3.15 Payroll Tax Related Records ACT +5CY 0 ACT+5CY |M [S [N V| whichever is later.
3.16 Personnel- Vital Information ACT +70CY 0 ACT+70CY (M |S (N |V wo,_.u Until end of CY In which employee separates
rom agency.
317 Personnel File- Non-Vital ACT+5CY 0 ACT+5CY M |8 N Y “ﬂyoqu Until and of CY in which employes separates
fom agency.
Performance Evaluation System/ Empioyee ACT= Until end of CY in which employee separates
3.18 Rating Files ACT+5CY 0 ACT +5CY [\l S N | from agency.
Performance Evaluation System/ Employee - . .
. . . % + = s
3.19 Rating Files- Planning Records ACT+5CY 0 ACT+5CY M | S N || ACT= Until end of CY in which created or received
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M —May Contain Confidential Information Y-Yes TRSL—Teachers’ Retirement System on Louisiaha
CY — Calendar Year (Jan 1 — Dec 31) C — Confidential information N - No
Y. -+ noadernip <om=_ mycm_ Tieluly M: Archival Processing Codes Vital Record
- i 1- 30, ificati
FFY — Federal Fiscal Year (Oct apt 30} A THGASIOF o SISt Afchiiss Identification Code
MO —~Months WK~ Week (Mon-Sun) DY - Day(s) R - Retain | B V= Vital
PERM — Permanent (Life of State) LOA — Life of Agancy - m@: Insgancy aq.__,am ——
NOTE: Please put an asterisk (*) in the Remarks section for any record series that S - Review by State Archives a
contains bom-digital or imaged records. Include btief description of the technology. | O - Qther (Specify in Remarks) U= Useful
(Ex. Scanned to OnBasg),

TN — s o5 s

Secretary of State,

WWMW Archives & Records Services

Date Approved
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Louisiana Secretary of State
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SSARC-932 (09/20)

Page 7 of 25 R2025-219 IB

OO fttogrotn . Qfifrrrs

Agency Approval

Post Office Box 84125, Baton Rouge, LA 70804 recmut@sos.la.qov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
: "A72... | LSU Health Sciences Center New Orleans/ Human Resources X_RENEWAL
== .m __REPLACEMENT PAGE
ltem Retention Period = | 8 DDENDUM PAGE
Number Records Series Title £ g 2 5 -
) In Total 2| 5| €| ® Remarks
In Office ) o) 8] 85| £
Storage Retention w| < | HO| >
Pelicies and Procedures {Agency-wide and
3.20 Internal Department PERM 0 PERM P R N v
PromotionallJob Vacancy
Announcements/Lists: Includes applications, ACT = Until the end of CY in which position is filled or
3.21 preferred lists, referrals, eligibility lists, SF-9's, and PET+20Y g B2 aY LR i d closed.
resumes and related correspondence.
3.22 Service Cards ACT+70CY 0 ACT+70CY (M | S N y | ACT= Until end of CY in which employee separates
from agency.
3.23 Shpsisors Fllenoaubstance abuse ACT +1CY 0 ACT+1CY |M |s | N |1 |ACT=Untilend of CY in which supervision ends.
counseling)
324 | SupervisorsFile (with substance abuse ACT +2CY 0 ACT+2CY [C (S [N |1 {ACT=Untlend of Y in which supervision ends.
counseling)
3.25 Worker's Compensation Records ACT+5CY 0 ACT+5CY |M |S N V| ACT= Unitil end of CY in which settlement is reached.
3.26 | Employee Training Records ACT +5 CY 0 XTiEEY W (E [w | [RETS VIS OrCY RNl SRy el
rom agency
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define ferm in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M ~ May Contain Confidential Information | ¥ — Y©S
CY - Calendar Year (Jan 1 - Dec 31) C — Confidential Information N-No
AY — Academic Year {(Aug 1 — July 31) Archival Processing Codes Vitaf Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A - Transfer to State Archives Identification Code
MO ~Months WK -Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM — Permanent (Life of State) LOA — Life of Agency S — Review by State Archives I= Important
NOTE: Please put an asterisk (*} in the Remarks section for any record | O — Other (Specify in Remarks) | L= Useful
series that contains born-digital or imaged records, Include brief .
description of the technology. (Ex. Scanned to OnBase).

SEP 05 2025

Date Signed

Secretary of State, mﬁmmo\}an_._?mm & Records Services

Date Approved



Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 (09/20)

Page 8 of 25 R2025-219 IB

Post Office Box 94125, Baton Rouge, LA 70804 recmgl@sos.la.gov Indicate Use of Form
Agency No [ Agency / Division / Section __ORIGINAL SUBMISSION
" 472. . | LSU Health Sciences Center New Orleans/ Public Records and Finance _X_RENEWAL
. .m __REPLACEMENT PAGE
Item Retention Period = 8 ADDENDUM PAGE
Number Records Series Title £ g x 5 = -
) In Total 3| 51 &2 T Remarks
In Office . o | 2| Eg 2
mﬂow.ﬁmm mmﬁ@«.—ﬁuos 3] <L w O >
4.1 Presence and Abatement of Asbestos PERM 0 PERM P (R IN |V me_ﬂ mwa__ and:on LY nwhielereord Joicrestsd or
42 | Radiation Badge Records ACT+#10CY | 0 | ACT+10CY [P |s |N |y |ACT=Untilendof GY inwhich record s created or
Non-PHI Patient Files and Data: Includes but not ACT = Until end of CY in which record is created or
43 limited to: billing records, appointment logs, etc. Al 9 AT £.LEY e N received.
4.4 Budget/General Ledger PERM 0 PERM P |R |N v
Budget Records: Includes records that were
4.5 used in the development of the budget, audit ACT + 3FY 0 ACT +3 FY P |s |N ACT = Until the end of the FY created or received.
reports, grants, etc.
] 4.6 Accounting Records ACT+1FY 4 FY ACT + 5 FY P {8 [N V | ACT = Until end of the FY in which audit is complated.
4.7 Audit Reports (Required by Legislative Auditor) LOA + 10 FY 0 LOA+10FY {P |R |N V | LOA = Life of the agency
4.8 Audit Results {Legislative Audits) ACT +5FY 0 ACT +5 FY P (8 |N ACT = Until end of FY in which audit is completed.
ACT = Until the end of the FY in which the purchase
4.9 Procurement Records ACT+1FY 4FY ACT+5FY P |S |N transaction and audit s complated.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period {when used define term in remarks column) P ~ Public Record Use
FY- Fiscal Year (July 1- June 30} M — May Contain Confidential Information Y=Yas PH |— Protected Health Information
CY - Calendar Year (Jan 1 — Dec 31) G ~ Confidential Information N-No
AY — Academic Year (Aug 1—July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 — Sept 30) A —Transfer to State Archives Identification Code
MO —Months WK —Week (Mon-Sun) DY - Day(s) R ~ Retain in Agency Archives V= Vital
PERM - Permanent (Life of State) LOA - Life of Agency S ~ Review by State Archives | = important
NOTE: Please put an asterisk (*) in the Remarks section for any record O - Other (Specify in Remarks) U Lissiud
series that contains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase), A

\“w\\v!??

Agency Approval

G nrs

Date Signed

AT

Secretary of St

7.

ate, Sfafe Archives & Records Services

SEP 05 2023

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 (09/20)

Page 9 of 25 R2025-219 IB

Post Office Box 94125, Baton Rouge, LA 70804 recmal@sos.la.gov indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
L AT2 LSU Health Sciences Center New Orleans/ Public Records and Finance _X_RENEWAL
i ; m __REPLACEMENT PAGE
Item Retention Period | 8 ADDENDUM PAGE
Number Records Series Title 21 % @ = - i
. in Total 3| 5| 8| § Remarks
In Office a ! 2| Sa =
Storage Retention w| <| BO| >
Invoices: Excludes Accounting, Procurement, ACT = Until end of FY in which invoice is closed and
410 and Auxiliary Services Departments. i g ACTHERY |F 18 | N b audt complsted.
Bids and Proposals — Successful: Includes
records related fo bids and proposals made by
other parties to provide the agency with goods or ACT = Until the end of the FY in which the purchase is
= services, which are accepted by the agency. ARG ER Y 9 Aslrare | 18 48 d completed or the contract is fulfilled.
Includes Request For Proposal (RFP) and
evaluation documentation.
Bids and Proposals — Unsuccessful: Includes
records related to bids and proposals made by
other parties to provide the agency with goods or ACT = Until the end of the FY in which the bid is
Hi2 services, which are not accepted by the agency. ACT+6FY 0 GRS P 1S N _ awarded or cancelled.
Includes Request For Proposal (RFP) and
evaluation documentation.
Grants, Federal Emergency Management - — L
Agency (FEMA): Records related to approved ACT = ACT = Until the end of the CY in which the grant
4 : e is closed out and the final expenditure report is
4.13 grants, including applications, reports, records of ACT +3CY 0 ACT+3CY [P |S |N V i submitted.
equipment purchased with grant funds, and all ;
relevant programmatic records. Pl ali(n) ~selantin
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column} P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential information Y~-Yes
CY — Cafendar Year {(Jan 1 - Dec 31) C — Confidential Information N -No
AY — Academic Year (Aug 1~ July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A~ Transfer to State Archives Eosn._:nm\._o: Code
MQ - Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V=Vital
PERM — Permanent (Life of State) LOA — Life of Agency S — Review by State Archives I = important
NOTE: Please put an asterisk (*) in the Remarks section for any record | O - Other (Specify in Remarks) U= Useful

series that contains born-digital or imaged records, Include brief
description of the technology. (Ex. Scanned to OnBase).

O et

Agency Approval

7/3/ \mm 20~

Date Signed

SEP 05 2025

Secretary of State, Sthéé Archives & Records Services

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State
Post Office Box 94125, Baton Rouge, LA 70804

recmat@sos.la.qov

SSARC-932 (09/20)

Page 10 of 25 R2025-219 B

Indicate Use of Form

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
| 472 | LSU Health Sciences Center New Orleans/ Public Records and Finance _X_RENEWAL
i R b & [}
S .m _ REPLACEMENT PAGE
item Retention Period = | & ADDENDUM PAGE
Number Records Series Title g1 3| 2y == ]
] In Total 3| 5| 2 ® Remarks
In Office st e | E| 83 £
orage Retention w | <) 00 >
Grants, State: Records related to approved
grants, including applications, reports, records of ACT = Until the end of the CY in which the final
414 equipment purchased with grant funds, and all HETHEE 0 RRT +30Y 3 5 N v financial report is submitted.
relevant programmatic records.
ACT = Until the end of the CY in which the grant is
closed out and the final expenditure report is
submitted. R.S. 44:36(D) ~ retention
Exceptions are as follows:
Litigation, Claim, or Audit
" : If litigation, claim, or audit is started prior to the
G, o o o T el e ol i s
S0 g ' ’ maintained until resolved and the final action has been
418 equipment purchased with grant funds, and all FsheRgey 0 AR e Bope B ¥ taken.
relevant programmatic records, 2 C.F.R. § 200.334(a) - retention
Real Property and Equipment
Records for real property and equipment purchased
with Federal funds must be retained until 3 years after
final disposition.
2 C.F.R. § 200.334(c} — retention
Permitied Retention Pericd Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT ~Active Period (when used define term in remarks column) P ~ Public Record e
FY- Fiscal Year (July 1- June 30) M - May Contain Confidential Information ¥-¥es
CY — Calendar Year (Jan 1 - Dec 31) C — Confidential Information Bl.-lo
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY ~ Federal Fiscal Year {(Oct 1 — Sepi 30) A~ Transfer to State Archives ianfihication Cotls
MO — Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM — Permanent (Life of State) LOA - Life of Agency S - Review by State Archives I=Impertant
NOTE: Please put an asterisk {*} in the Remarks section for any recard O — Other (Specify in Remarks) U= Useful
series that confains born-digital or imaged records. nciude brief
description of the technology. (Ex. Scanned to OnBase).

.

Agency Approval

9/ /2025

Date Signed

SEP 05 2025

.m.
Secretary of State, &a Archives & Records Services Date Approved
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Post Office Box 94125, Baton Rouge, LA 70804 recrot@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
. " 472 | LSU Health Sciences Center New Orleans/ Public Records and Finance _X_RENEWAL
Lol i
= .m __REPLACEMENT PAGE
item Retention Period | & END
Number Records Series Title — m, s m 5 —AODERDUMERGE %
o = € w Remar
In Office in g|c| 55 & 3
Storage Retention W< aY 5
4.16 Vendor Management Records (excluding
Auxiliary Services): Includes records relating to ) . o
approved and preferred vendors. Includes vendor | ACT + 5 EY 0 ACT+5FY |P |s N ACT u.c:”__%._m end of the FY in which the relationship
company information and, promotional materials Imbrminaied,
and pricing.
417 ; : ACT= Until end of FY in which audited or sponsored
Sponsored Project Records (Group) ACT +1 FY 3FY ACT+4Fy |P |S |N V| cotsiition period Is met, whichever is longer.
418 : ACT= Until end of FY in which audit is completed or
Environmental Health and Safety Records ACT +5FY 0 ACT + 5 FY P |8 [N Vv administrative need is met, whichever Is longer.
4.19 ACT = Until the end of the FY in which contract is
Contracts and Agreements ACT +10FY 0 ACT+10FY [P |8 [N V | completed, expires, cancelled or Is terminated,
including any amendments or extensions.
4.20 Non-Legislative Audits and Program Reviews ACT +3 FY 7FY ACT+10FY [P |S |N meﬂmﬂ_a.__ end of FY in which record is created or
4.21 Accreditation Records PERM 0 PERM P |s [N |V
4.22 Administrative/ High Executive
Correspondence: Documents that convey
information, directives, requests or updates T
related to administrative functions such as oA 10GY 0 LOA+10CY | P |R | N |V | LOA= Life of the agency
policies, procedures, personnel matters, and
organizational operations.

Permitted Retention Period Abbreviations
ACT ~ Aclive Period {when used define ferm in remarks column)
FY- Flscal Year (July 1- June 30}

CY — Calendar Year (Jan 1 - Dec 31)

AY ~ Acedamic Year (Aug 1~ July 31)

FFY = Federal Fiscal Year (Qct 1 — Sept 30}

MO —Maonths WK -Woeek (Mon-Sun) DY - Day(s)

PERM - Permanent (Life of State)

LLOA — Life of Agency

NOTE: Please put an aslerisk (*} in the Remerks section far any record series thal containg borp-
digital or imaged records. Include brief description of the technology. (Ex. Scanned to OnBase).

Security Status Codes

State Records Center

P - Public Record Hes

M — May Contain Confidential Information | ¥ ~ V&S

C - Confidential Information N-No
Archival Processing Codes Vital Record

A~ Transfer to State Archives

R - Retain in Agency Archives V= Vital
S ~ Review by State Archives | = Important
U= Useful

O — Other (Specify in Remarks)

[t 2

C. Leetlcrgotn

Agency Approval

Y t/owz s

Date Signed

|dentification Code

Agency Abbreviations

vwm&%\rl SEP 0 5 2005

Secretary of State,

e Archives & Records Services

Date Approved
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Post Office Box 94125, Baton Rouge, LA 70804 recmgi@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ ORIGINAL SUBMISSION
" 472 | LSU Health Sciences Center New Orleans/ Public Records and Finance _X_RENEWAL
T L ]
et m __REPLACEMENT PAGE
ltem Retention Period =| & ADDENDUM PAGE
Number Records Series Title g1 ey s
) In Total 3l £ 88 Remarks
In Office st o | £ Sgl &
arage Retention w < n ol >
General Correspondence: Documents used for
various purposes such as inquiries,
4.23 acknowledgments, updates, invitations, requests, ACT +3 CY 0 ACT+3CY P |S N 1 | ACT= Until end of CY in which created or received
or any other form of exchange that does not have
a specialized or predefined function.
Routine Correspondence: Documents used for
everyday communication such as scheduling
4.24 meetings, sharing updates, confirming ACT+1CY 0 ACT+1CY P |S N U | ACT= Until end of CY in which created or received
appointments, issuing routine notices and
conveying general information
Records Management: Documents approved by
the Louisiana State Archives and / or the agency's
records officer, including records officer
Az designations, retention schedules, disposal FERM g FERM L L v
requests, certificates of destruction, disaster
reports, electronic records survey applications.
Records Management - Working Files: includes
drafts and other internal records management ACT = Uniit the end of the CY in which created or
426 records that have not been approved by the ACT 46 8% 2 ACTTREY 1P |8 L U | received
Louisiana State Archives.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information V= Yea
CY — Calendar Year (Jan 1 - Dec 31) G — Confidential Information N-No
AY — Academic Year (Aug 1 ~ July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A —Transfer to State Archives Identification Code
MO ~Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM - Permanent (Life of State) LOA — Life of Agency S — Review by State Archives 1= Important
NOTE: Please put an asterisk (*) in the Remarks section for any record | © - Other (Specify in Remarks) U= Useful
series that contains born-digital or imaged recerds. include brief
description of the technology. (Ex. Scanned o OnBasa).

el fPoblne

Agency Approval

Dfsleor s

Date Signed

SEP 0 5 2025

Secretary of State,

ate Archives & Records Services

Date Approved
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Post Office Box 94125, Baton Rouge, LA 70804 recmut@sos.la.gov Indicate Use of Form
_|>@m:o< No | Agency / Division / Section __ORIGINAL SUBMISSION
“ o472 57| LSU Health Sciences Genter New Orleans/ Public Records and Finance _X_RENEWAL
SPEL m __REPLACEMENT PAGE
ltem Retention Period =] & E
Number Records Series Title = € g m 5 s ADDENDUM _Mpo -
[¢] £ 88 = arks
In Office - 2| 8| 55 B smar
Storage Retention w | < vyl >

4.27 Library Records ACT +3FY 0 ACT+3FY |M |8 [N ACT = Until end of FY in which created or received.

4.28 WMMH_HMM_O: Technalogy Technical Support ACT+1FY 0 ACT +1FY M |8 N U | ACT = Untif end of CY in which created or received.
Information Technology Systems
Administration and Documentation: Includes
development of new functionality and
maintenance for existing computer systems and I N .

4.29 applications including product manuals, licenses, ACT+3FY 0 ACT+3FY |M |8 N v woc._m..m Ww #_o_%m% ﬂ:ﬂﬂﬁﬁ% mu_wwﬁw_%q”wwﬁﬁ%cmm oneer
and user documentation. Afso includes records ' )
providing details of the information systems
environment including network and server storage
space allocation.)

Information Risk Monitoring Records: Includes
records related to monitoring and tracking risks A T

4.30 associated with accessing internal computer ACT +6 FY 0 ACT+6FY |M |s [N |v Wmmw._m.mmsm_ the end of the CY in which created or
systems and data including history of network and ’
computer access records.

4.31 University Palice Records ACT+7FY 0 ACT + 7 FY M |ls IN v | ACT = Until the end of FY in which record is created or

i received.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations

ACT — Active Period (when used define term in remarks colurnn)
FY- Fiscal Year (July 1- June 30)

CY ~ Calendar Year (Jan 1 - Dec 31)

AY — Academic Year (Aug 1 — July 31)

FFY - Federal Fiscal Year (Oct 1 — Sept 30)

MO — Months WK —Week (Mon-Sun) DY - Day(s)

PERM ~ Permanent (Life of State) L.OA — Life of Agency

NOTE: Please put an asterisk {*} in the Remarks section for any record
series that contains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned fo OnBase).

P —~ Public Record

Use

M — May Contain Confidential Information | Y — V&S
G ~ Confidential Information B~ Hg
Archival Processing Codes Vital Record

A -~ Transfer to State Archives
R ~ Retain in Agency Archives
S ~ Review by State Archives
O ~ Other {Specify in Remarks)

identification Code
V= Vital

[ = Important

U= Useful

FREE

Agency Approval

-

»

Date Signed

Secretary of

M..... \\\ [ _.,.m

St

SEP 0 5 2025

Date Approved

ervices
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Post Office Box 94125, Baton Rouge, LA 70804 recmat@sos.la.goyv Indicate Use of Form
Agency No | Agency / Division / Section ___ORIGINAL SUBMISSION
2, 472 - | L8U Health Sciences Center New Orleans/ Public Records and Finance _X_RENEWAL
& 2]
— .m __REPLACEMENT PAGE
ltem Retention Period = | 8 ADDENDUM PAGE
Number Records Series Title & .m 2 l o UM PAG
in Offi In Total 3! 5 m = B Remarks
nLitice Storage Retention ol 2| &6 5
Vendor Management/Auxiliary Services
Records: Includes records relating to approved - ) o
4,32 and preferred third party vendors. Includes vendor | ACT +5FY 0 ACT+5FY P |8 N ! _pm,_. - .::F_h:m end of the FY In which the relationship
company information and, promotional materials Sy fohibaiD.
and pricing.
Compliance Training Records- Modules that fail
4,33 under R.S. 44:36 (ex. Admin, Drivers Ed., ACT + 3 FY 0 ACT+3FY P |S N I | ACT = Until end of FY in which created or received.
Compliance Update, Quarterly Safety meetings)
Compliance Training Records- Related to ORM R — .
4.34 Audit (ex. DFWP, Sexual Harassment) ACT +3FY 0 ACT + 3 FY P S N I | ACT = Until end of FY in which created or received.
ACT= Untif end of FY in which the audit or investigaticn
4.35 Compliance Training Records- HIPAA ACT +6 EY 0 ACT+6FY |P |S |N | | was completed.
42 CFR 164.530()(2)
g — ACT= Until end of CY in which the audit or
4.36 HIPAA-Related Audit/ Investigations ACT+BCY 0 ACT+6CY | C |8 |N v investigation was completed,
ACT = ACT = Until the end of the CY in which the grant
; is closed out and the finai ndit rt i
4.37 FEMA Declared Disaster Records ACT +3CY 0 ACT+3CY | P |s [N |1 | oemited ¢ el expendiiure reports
2 C.F.R. § 200.334(c) - retention
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column} P - Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥~ Y©8 ORM — Office of Risk Management
CY — Calendar Year (Jan 1 - Dec 31) C - Confidential Information N-No
AY — Academic Year (Aug 1 - July 31} Archival Processing Codes Vital Record DFWP — Drug-Free Workplace Programs
FFY ~ Federal Fiscal Year (Oct 1 — Sept 30) A~ Transfer to State Archives Identification Code
MO —Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital HIPAA — Mmm:: _n:um%__.mz.ﬂ wo:mum__E and
PERM ~ Permanent (Life of State) LOA — Life of Agency S ~ Review by State Archives R el ceountabliiy e
NOTE: Please put an asterisk (*) in the Remarks section for any record | O - Other (Specify in Remarks) U= Useful FEMA — Federal Emergency Management Agency
series that contains born-digital or imaged records. Inciude brief
description of the technology. (Ex. Scanned to OnBase).

LY

g

Agency Approval

U frrn s

Date Signed

SEP 0 5 2025

Drate Approved
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(Ex. Scanned to OnBase).

¥ U= Useful

Post Office Box 94125, Baton Rouge, LA 70804 recmyt@sos.la.gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
‘4727 | LSU Health Sciences Center New Orleans/ Public Records and Finance _X_RENEWAL
S _ m —REPLACEMENT PAGE
Item Retention Period 5| 8 ADDENDUM PAGE
Number Records Series Title e g s m 5 — .
ofal = EEl ® Remarks
In Office N 2| c| s5 E
Storage Retention w| < | ®o >
4.38 Medicaid Claim Payment Records ACT + 6 CY 0 ACT+6CY |M [s |N |1 |ACT=Untiendof GYinwhich the cléim payment was
433 | Expert Witness Testimony and Related Records | ACT +7 GY 0 ACT+7CY |P s |N |1 |ACT=Uniilendof GYinwhich final adjudication
4.40 Instrument sterilization records ACT +5 FY 0 ACT+5FY |P |s [N |V ﬂwwh_mhz endorEY inwhistinsioiament i o isager
As-Built Drawings / Blueprints: Includes
4.41 architectural drawings showing the design and PERM 0 PERM M |[R |N v
completed structure of the facility.
Construction Project Files: Projects involving - . , o
4.42 the construction, modification, remodeling, repair | ACT +10CY 0 ACT+10CY |M |S |N |!I w%h uﬂmﬂ_. the.end of the CY in which construction Is
or facility the agency owns or operates. .
Fire Safety Inspection Records: Records
related to the inspection and testing of fire ACT = Until the end of the CY in which created or
443 detecfion and suppression systems in the AT . AGT'2 LY L N U | received.
agency's buildings.
Maintenance Work Orders: Records that
document the repair and general maintenance of ACT = Until the end of the CY in which the work was
444 the facility. Incudes records of repairs, cleanings, AELFALE £ ACTwasy M TS N : completed.
painting, minor construction and related records.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Gontain Confidential Information | ¥~ V€5 ORM — Office of Risk Management
CY — Calendar Year (Jan 1 - Dec 31) C - Contidential Information it
AN =hoademic <mmﬂ_ my.._m 1 duly M: Archival Processing Codes Vital Record DFWP — Drug-Free Workplace Programs
- i — Sept 30 ificati
FFY — Federal Flscal SWE (0 5 AH _u.,w A ~ Transfer to State Archives Identification Code
MG~ Moot Vo~ ¥tk {Mot-Ses DY - Dhavis) R ~ Retain in Agency Archives V= Vital HIPAA — Health Insurance Partability and
PERM - Permanent (Life of State) LOA — Life of Agency . . ] = Important Accountablfity Act
NG TE: Please put an asterisk (*) in the Remarks section for any record series that S — Review by State Archives
contains born-digital or imaged records. Include brief description of the technclogy., O ~ Other (Specify in Remarks)

FEMA — Federal Emergency Management Agency

e WA 7% S5

Agency Approval

L

7

Date Signed

(T84 \\.&b LN

Secretary of State, S \ ‘Archived Records maZ_nom

SEP 0 5 2025

Date Approved
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Louisiana Secretary of State
Paost Office Box 84125, Baton Rouge, LA 70804 recmat@sos.la.gov Indicate Use of Form
%um:@ No | Agency / Division / Section __ORIGINAL SUBMISSION
" 472 " | LSU Health Sciences Center New Orleans/ Public Records and Finance _X_RENEWAL
m _ REPLACEMENT PAGE
ltem Retention Period = | 8 ND E
Number Records Series Title e FlE| 2,y == ABTENDUN PAG
) In Total 3| 5| 88| ® Remarks
In Office | 8| S8 £
Storage Retention w | < | wol 5
wﬂmﬁmﬁﬂMqoﬂmwwww%wonwwﬁMmhwﬂmwm_wmﬁ%q“m ACT = Until the end of the CY in which created or
received.
4.45 pose a significant chemical or physical threat to BLETILY 0 ACT+3CY P S N ! )
the public’s health or the environment. 40 CFR §262.40 - retention
wﬂhwwmm%mmmwmm%wMwmmmm%mwm%hwﬁmm ACT = Until the end of the GY in which the hazardous
i ' subsfance is no longer in use.
4.46 handling, storage, and potential safety hazards ACT+30CY 0 ACT+30CY [P |S |N v 2 )
associated with chemicals and chemical 29 CFR §1910.1200(g) - Rmmaa:
compounds used / stored at the facility. 29 CFR §1910.1020(d)(1)(ii)(B} ~ retention
4.47 Plant Records ACT + 3FY 0 ACT + 3 EY p s N i ACT = Until the end of the FY in which audit is
) completed.
Permitted Retention Period Abbreviations Security Stafus Codes State Records Center Agency Abbreviations
ACT — Active Pericd (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M —May Contain Confidential Information | ¥ ~ Y8
CY - Calendar Year (Jan 1 — Dec 31) C — Confidential Information N-No
AY — Academic Year (Aug 1 - July 31) Archival Processing Codes Vital Record
FFY ~ Federal Fiscal Year (Oct 1 Sept 30) A~ Transfer to State Archives Identification Gode
MO - Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V=Vital
PERM - Permanent (Life of State) LOA ~ Life of Agency S - Review by State Archives | = Important
NOTE: Please put an asterisk (*) in the Remarks section for any record O — Other (Specify in Remarks) U Lsaral
series that contains born-digital or imaged records. include brief
description of the technology. (Ex. Scanned to OnBase).

SEP 05 2025

Date Approved

n\\u..glli w§hMl\.

Agency Approval Date Signed




Records Retention Schedule

SSARC-932 (09/20)

ocionen St M Rai e age 17 ol % Raomsats 1B
Post Office Box 84125, Baton Rouge, LA 70804 recmgt@sos.la.qov Indicate Use of Farm
Agency No | Agency / Division / Section ___ORIGINAL SUBMISSION
- 472 | LSU Health Sciences Center New Orleans/ Research Records _X_RENEWAL
S R 2 __REPLACEMENT PAGE
z“_ﬁ”ﬂ e Retention Period - 2|3 m = __ADDENDUM PAGE
o Zl | g2 = Remarks
in.CfMce mwu__ﬂm_m Retention ew.w m m m W
5.1 institutional Review Board Records ACT+7CY 0 ACT+7CY M |S |N v M,%L.Uﬂ%mﬂﬁhrmﬁ % _nomw insitien Fesnath project s
>Oﬂ.n Until end of CY in which investigation is
5.2 Invesfigator Records (Medical Device Research) ACT+2CY 0 ACT+2CY |M |S |N v M_Mm”.%‘mhmmwm_mom%%%% wﬂwﬁﬁwﬂm_fﬂmﬂmﬁwﬁm ended.
21 C.F.R. 812.140
ACT = Until end of CY in which marketing application is
5.3 Investigator Records (Drug Research) ACT+2CY 0 ACT+2CY |M |S§ |N v | approved/denied or investigation is discontinued.
21 C.F.R. 312.62
ACT = Until end of CY in which investigation is
5.4 Mno:moq Clinical Trial Records (Medical Device ACT +2CY 0 ACT +2 CY Mols |n v wmm%ﬁcmhmmmdM_m%%%%aﬁw__mmw%ﬂ_mqmwﬁﬂhm.m:ama. &
esearch) sponsored retention period is met, whichever is longer.
21 C.F.R. 812.140
ACT = Until m_.a of o.< in ,_”._En.j marketing m_on_momﬁ._o: is
5.5 Sponsor Clinical Trial Records (Drug Records) ACT+2CY 0 ACT+2CY M |8 N v MWM“M%M%MJW%MT_w%ww@mﬁwﬁ_w %%mm%ﬁw ma_%mmﬂ
21 CF.R. 31257
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT ~ Active Period {(when used define term in remarks column) P - Public Record Use
FY- Fiscal Year (July 1- June 30) M - May Contain Confidential Information | ¥ ~ Yes
CY - Calendar Year {Jan 1 — Dec 31) C - Confidential Information M
AY — Academic Year (Aug 1 —July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A~ Transfer to State Archives Identification Code
MO —Months WK ~Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM — Permanent (Life of State) LOA — Life of Agency S - Review by State Archives | = Important
NOTE: Please put an asterisk (*) in the Remarks section for any record | O — Other (Specify in Remarks) Usitlaafl
series that contains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase),

(2. C. jleotrory.q .
Agency Approval

Date Signed

Secretary of State, Staté’ Archives & Records Services

SEP 0 5 2025

Date Approved
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Louisiana Secretary of State
Post Office Box 84125, Baton Rouge, LA 70804 recmgl@sos.la. gov Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
‘472 | LSU Health Sciences Center New Orleans/ Research Records _X_RENEWAL
—— .m __REPLACEMENT PAGE
Item Retention Period = | 8 ADDENDUM PAGE
Number Records Series Title E| 5|2, o MP
In OFfi In Total 3| 5 w E| ® Remarks
o =
f AGR m.ﬂnv—.m.@m xmwm—a_zos n“—uv N w o >
. " " ACT = Until end of CY in which research project is
5.8 MMMMMMNNMMOWWMM_OQ ("PHS") Supported ACT +6CY 0 ACT+8CY M |8 N v | completed/closed out.
21 C.F.R. 93.1056
ACT= Until end of CY in which research misconduct
PHS supported Research Misconduct proceeding or PHS proceeding involving
57 _:_...mmzmwﬂo_._ Records ARV ey 0 ACT+7CY M |S |N |V | researchiallegations is concluded, whichever is longer.
21 C.F.R. 93.317
ACT = Until end of CY in which research project is
5.8 General Research Data ACT+5CY 0 ACT+5CY M | S N ¥ s omplsted/closed out.
. ACT= Until end of CY in which funded activity is
5.9 __wmeM_q_dﬁ Funded Educational Research ACT +3CY 0 ACT+3CY |M |s | N v | completed.
g 20 U.S.C.S. 1232(f)
CLIA Labaratory Records: Includes but not
limited to: test requisitions and authorizations, g
including patient’s records, QC and patient test ACT = Until end of CY in which created or received.
5.10 records, records aoocsmzﬁ_:o.m:m_éo system AeFRREy g ART 2y Ll e N v 42 C.F.R 493.1105
activities, proficiency testing records, quality
systems assessment records, etc,
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period {when used define term in remarks column) P — Public Record Usn
FY- Fiscal Year (July 1- June 30) M —May Contain Confidential Information | ¥ ~ Y8 PHS — Public Health Service
CY - Calendar Year (Jan 1 — Dec 31) C - Confidential Information N~No
AY — Academic Year (Aug T —July 31) Archival Processing Codes Vital Record CLIA EM::Hn_m“srma%«mﬁoQ Improvement
ifi men
FEY - Federal Fiscal Year (Oct 1 — Sept 30) A —Transfer to State Archives dentification Gode en
MO — Months WK ~Week (Mon-Sun) DY - Day(s) R ~ Retain in Agency Archives V= Vital QC — Quality Control
PERM — Permanent (Life of State) LOA —Life of Agency S - Review by State Archives I'= important
NOTE: Please put an asterisk (*) in the Remarks section for any record O - Other (Specify in Remarks) U= Useful
series that contains born-digital orimaged records. Include brigf
description of the technology. (Ex. Scanned to OnBase).

.
Agency Approval

-

SEP 0 5 2025

WLz

Date Signed

Secretary of State, Stafgs

A

. hd .
rchives & Records Services

Date Approved
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NOTE: Please put an asterisk (*) in the Remarks section for any record
series that contains born-digital or imaged records. inciude brief
description of the technology. (Ex. Scanned to OnBase).

O — Other (Specify in Remarks)

Agency Approval

O fotonr s

Date Signed

Secretary of State, St Archives & Records Services

_Post Office Box 94125, Baton Rouge, LA 70804 1m03%mom._m.oo< Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
e v o LSU Health Sciences Center New Orleans/ Research Records _X_RENEWAL
s e 0 =
= .m _ REPLACEMENT PAGE
item Retention Period = | B
Number Records Series Title £ g - . __ADDENDUM PAGE
. In Total 2| 5| 288l = Remarks
In Office ) &l | 8g &
Storage | Retention @ | < | Bwol >
ACT = Until end of CY in which procedure has been
CLIA Test Procedures Records: Includes dates of i i
d d.
ik initial use and discontinuance AT +20Y 0 ACT 2 CY Mo1s N W | elsaondnds
42 C.F.R. 493.1105
ACT = Until end of CY in which lab test system has
CLIA Test System Performance Specs Heerdiscontiniied
512 | Ectablished Or Verified Under 42 G.F R, 493.1253 | "CT+2CY 0 AEDPESY (M LS LN LW ) ReEeies
42 C.F.R. 493.1105
CLIA Original Test Reports: Includes final, ACT = Until end of CY in which created or received.
al preliminary, and corrected. sobii ] . T2 M. s N v 42 CF.R 493.1105
T = Until end of CY in whi ived.
514 | CLIA Pathology Test Reports ACT + 10 CY 0 aeTvoey [ |8 [u [ | PCTUMsndorCY ik cuated o racsied
42 C.F.R 493.1105
CLIA Imunohermatlog, oo And Blood o L R
5.15 m_u.“om_:mﬂwmﬂmmm._.“mwwwcmmo:. Records As Specified in | ACT +10CY 0 ACT+10CY |M |8 |N V' | individual product, whichever is longer.
o5 608 180NN C.F.R. 493.1105
No Expiration Date- CLIA Immunohematology,
Blood And Blood Product, and Transfusion
5.16 Records As Specified in 21 C.F.R. PERM 0 PERM M R N V | C.F.R. 493.1105
606.160(b)(3)(i))
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT ~ Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥~ Y&S CLIA — o_,anm_ Laboratory Improvement
CY - Calendar Year (Jan 1 — Dec 31) C - Confidential Infarmation N-No ArEdinant
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY — Federal Fiscal Year (Oct 1 — Sept 30) A~ Transfer to State Archives |dentification Code
MO —Months WK —Week (Mon-Sun) DY - Day(s) R — Retain in Agency Archives V= Vital
PERM - Permanent (Life of State} LOA — Life of Agency S - Review by State Archives [ = Important
U= Useful

SEP 0 5 2023

Date Approved




Louisiana State Archives—Records Management
Louisiana Secretary of State

Records Retention Schedule

SSARC-932 (09/20)

Page 20 of 26 R2025-219 |B

_Post Office Box 94125, Baton Rouge, LA 70804 recmnat@sos.la.goy Indicate Use of Form
Agency No | Agency / Division / Section ___ORIGINAL SUBMISSION
472" | LSU Health Sciences Center New Orleans/ Research Records _X_RENEWAL
et '3
: .m __REPLACEMENT PAGE
item Retention Period =] 8
Number Records Series Title e £ s m = —ADDENDUM. RAGE :
o sl S| 8L < Remarks
in Office i : S| 8| 35 B
Storage Retention w | <| WO =
ACT= Untii end of CY in which examination is
5.17 CLIA Cytology Slide Preps ACT +5CY 0 ACT+5CY [M |[S |N v | completed.
42 C.F.R 493.1105
ACT= Until end of CY in which examination is
5.18 CLIA Histopathology Slides ACT + 10 GY 0 ACT+10CY | M |S |N v | completed.
42 C.F.R 483.1105
ACT= Until end of CY in which examination is
5.19 CLIA Pathology Specimen Blocks ACT +2CY 0 ACT+2CY |M |S |N v | completed.
42 C.F.R 493.1105
i ACT= Until end of CY in which diagnosis i :
5.20 CLIA .mmq_:m:ﬁ of tissue for pathology ACT +1CY 0 ACT + 1 CY M s N " Until end of CY in which diagnosis is made
examination 42 C.F.R493.1105
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT — Active Period (when used define term In remarks column) P ~ Public Record Use
FY- Fiscal Year (July 1- June 30) M - May Contain Confidential Information | ¥ — Y8 CLIA — n_ms_nm_ Laboratory Improvement
CY - Calendar Year (Jan 1 —Dec 31) C - Confidential Information N-No da L
AY — Academic Year (Aug 1~ July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 — Sept 30) A ~ Transfer to State Archives Identification Code
MO —Months WK —Week (Mon-Sun) DY - Day(s) R~ Retain in Agency Archives V= Vital
PERM — Permanent {Life of State) LOA - Life of Agency S — Review by State Archives | = important
NOTE: Please put an asterisk () in the Remarks section for any record | O - Other {Specify in Remarks) H=Alaeful
series that contains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

Agency Approval

2stoor e

Date Signed

Secretary of State, 8iflte Archives & Records Services

SEP 05 2023

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARG-932 (09/20)

Page 21 of 28 R2025-219 |B

Post Office Box 94125, Baton Rouge, LA 70804 recmgt@sos.la.gov indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
‘472 - | LSU Health Sciences Center New Orleans/ Graduate Education and Employment Files _X_RENEWAL
e m ___REPLACEMENT PAGE
ltem Retention Period = | & ADDEND AGE
Number Records Series Title = m. S m 3 = L3 E
. ofa £ = Remarks
In Office in 8) 8| E5 E
Storage Retention w | <| ®O| >
e ACT = Until end of FY in which matter is closed with

6.1 Accreditation Records ACT + 10 FY 0 ACT + 10 FY P S N v accrediting agency,

8.2 Graduate Student Academic Records- Vital PERM 0 PERM C (R [N Vv

6.3 Graduate Student Academic Records- Non Vital ACT +5FY 0 ACT+5FY c S N | AET= Until the end of FY in which the student/ house

officer is enrclled.
— : ACT= Until the end of the FY in which the position is
6.4 Applications of Non Hires ACT+2FY 0 ACT + 2 FY M |S N ' | filled or closed.
" ACT= Until end of FY in which the studen¥/ house
6.5 Compliance Records ACT+5FY 0 ACT + 5 FY M |S N I e~ is enrolled.
; ACT= Until the end of FY in which the student/ house
6.6 Employment Records- Vital ACT + 70 FY 0 ACT+70FY |[C | S N V1 e s enrolled.
: ACT= Until end of FY in which the student/ house
6.7 Employment Records- Non-Vital ACT+5FY 0 ACT + 5 FY M | S N 1% offder i-eligllch
ACT= Until end of FY in which the student/ house

6.8 Student Health Records ACT + 5 FY o ACT+5FY cC |S N Vol officer & anrollod.

6.9 Payroll Records: Non-TRSL ACT+5CY 0 ACT+5CY M | S N 1| ACT= Until end of CY in which created or received

6.10 Program Course/Academic Records-Vital PERM 0 PERM M |[R [N vV
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT —Active Period (when used define term in remarks column) P ~ Public Record Use
FY- Fiscal Year (July 1- June 30) M ~ May Contain Confidential Information Y—Yes TRSL — Teachers' Retlrement System of Louisiana
CY — Calendar Year (Jan 1 ~ Dec 31) C — Confidential Information N-No
AY — Academic Year (Aug 1 — July 31) Archival Processing Codes Vital Record
FFY — Faderal Fiscal Year (Oct 1 — Sept 30) A~ Transfer to State Archives Identification Code
MO - Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM - Permanent (Life of State) LOA — Life of Agency S - Review by State Archives = Important

U= Useful

NOTE: Please put an asterisk (*) in the Remarks section for any recard
series that contains born-digital or imaged records. Include briaf
description of the technology. {Ex. Scanned to OnBase).

+
LA WA

a

Agency Approval

O - Other (Specify in Remarks)

Date Signed

SEP 0 5 2025

N.NN&%\(

Secretary of State, Stafe Archives & Records Services

Date Approved




lLouisiana State Archives—Records Management
Louisiana Secretary of State
Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

SSARC-932 (09/20)
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Page 22 of 26

R2025-219 |IB

Indicate Use of Form

Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
7472 | L8U Health Sciences Center New Orleans/ Graduate Education and Employment Files _X_RENEWAL
el At 72}
— .m _ REPLACEMENT PAGE
ltem Retention Period = 8 DDENDU
Number Records Series Title — m. E m " __Al M PAGE -
. In o 3| 5| RE| § Remarks
:._ Oﬁm—ﬂm mﬂoﬂmﬁm wmﬂmszoz vav Arﬂa _..m nw. w
6.11 Program Management Records ACT + 10FY 0 ACT + 10 FY M |S |N ACT = Unill end of FY in which created or received.
6.42 | Visiting House Officer Records ACT+2FY | 8Fy | aAcT+10Fy |c |s |N Bk lend e Eomihoascseiicer b
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations

ACT - Active Period (when used define term in remarks column)

FY- Fiscal Year (July 1~ June 30)

CY — Calendar Year (Jan 1 — Dec 31)

AY — Academic Year (Aug 1 ~ July 31)

FFY — Federal Fiscal Year (Oct 1 — Sept 30)

MO - Months WK —Week (Mon-Sun) DY - Day(s)

PERM -~ Permanent (Life of State)

NQOTE:; Please put an asterisk (*) in the Remarks section for any record
series that contains born-digital or imaged records. Include brief

description of the technology. (Ex. Scanned to OnBass).

P — Public Record

M — May Contain Confidential Information

C - Confidential Information

Use
Y —-Yes
N-No

LOA - Life of Agency

Archival Pracessing Codes
A — Transfer o State Archives
R — Retain in Agency Archives
S — Review by State Archives
O — Cther (Specify in Remarks)

OOl

Agency Approval

_Hz/z025"

Date Signed

Vital Record
Identification Code

V= Vital

| = Important
U= Useful

SEP 05 2025

Secretary of State, didte Archiv

\ 7

es & Records Services

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State
Post Office Box 94125, Baton Rouge, LA 70804

SSARC-932 (09/20)

Page 23 of 26

R2025-219 |IB

recmat@sos.la.gov

Indicate Use of Form

Agency No | Agency / Division / Section ___ORIGINAL SUBMISSION
o AT72 | LSU Health Sciences Center New Orleans/ Legal _X_RENEWAL
e m _ REPLACEMENT PAGE
Itemn Retention Period 5| 8 ADDENDUM PAGE
Number Records Series Title = x £ 8 2 = —
' In Total 38| 5| 2¢| § Remarks
In Office st . o | 2| Sg| =
orage Retention W <) @O >
71 Legal Records: includes but not limited to: s 5 iR w G
litigation records; dispute resolution and ACT +7 GY 0 ACT+7CY | M| s | N |V w%aﬁﬂm mﬁ%wmmﬂﬂ%% ﬁﬂmﬂmﬁm mo___%,n__wmﬁ_o:
arbitration case records; legal opinions; etc. ' .
7.2 Public Information Requests: Correspondence - . ;
and documentation relating to the public's ACT+2CY 0 AcT+2cy [p (8 [N (i [ACT=Untltheend of the CY inwhich the request is

requests for records.

fulfilled or withdrawn,

Permitted Retentlon Period Abbreviations

ACT ~ Active Period (when used define term in remarks column)
FY- Fiscal Year (July 1- June 30)

CY -~ Calendar Year (Jan 1 - Dec 31)

AY — Academic Year (Aug 1 - July 31)

FFY — Federal Fiscal Year (Oct 1 — Sapt 30)

MO - Months WK ~Week (Mon-Sun) DY - Day(s)

_PERM — Permanent (Life of State} LOA — Life of Agency

NOTE: Please put an asterisk (*) in the Remarks section for any record
series that contains born-digital or imaged records. Include brief

description of the technology. (Ex. Scanned to OnBass),

Security Status Codes State Records Center
P - Public Record Hae

M ~ May Contain Confidential Information Y~ Yes

C — Confidential Information N-No

Archival Processing Codes Vital Record

A~ Transfer to State Archives Identification Code

R - Retain in Agency Archives V= Vital

S — Review by State Archives I=Important

O - Other (Specify in Remarks) U= Useful

Agency Abbreviations

\uﬂ§

Agency Approval

oo i

Date Signed

SEP 05 2025

t7
Secretary of State, State Archives & Records Services

Date Approved




Louisiana State Archives—Records Management
Louisiana Secretary of State
Post Office Box 94125, Baton Rouge, LA 70804

Records Retention Schedule

SSARC-932 (09/20)

Page 24 of 26 R2025-219 IB

indicate Use of Form

.mo:,ﬁ_w@mow._m.oof,
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
© . 472 | LSU Health Sciences Center New Orleans/ Risk Management ~X_RENEWAL
ER st [0
s E __REPLACEMENT PAGE
Item Retention Period =| & DDEND
Number Records Series Title g o m s m & AU M ﬂ>om x
- In o 3| 5 El 8 emarks
HECnR Storage Retention S| 2| adl 3
a1 Risk Assessments/Mitigation Records ACT +5FY 0 ACT+5FY P I8 | N V | ACT = Until the end of FY in which created or received.
8.2 Insurance Certificates/Policies ACT +6 FY 0 ACT +6 FY P |8 N V | ACT = Until the end of FY in which created or received.

Permitted Retention Period Abbreviations

ACT - Active Period (when used define term in remarks column)
FY- Fiscal Year (July 1- June 30)

CY ~ Calendar Year (Jan 1 — Dec 31}

AY - Academic Year (Aug 1~ July 31)

FFY — Federal Fiscal Year (Oct 1 — Sept 30)

MO - Months WK —Week (Mon-Sun) DY - Day(s)

PERM -~ Permanent (Life of State) LOA ~ Life of Agency

series that contains born-digital or imaged records. Include brief
description of the technology. (Ex. Scanned to OnBase).

NOTE: Please put an asterisk (*) in the Remarks section for any record

L

Lttt

Agency Approval

g I/ F
m “H‘N “‘m = &
£ m : f, ~

Secretary of State, St _‘

Date Signed

i

Security Status Codes State Records Center
P ~ Public Record Use

M — May Contain Confidential Information | ¥~ 19

C — Confidential Information N-No

Archival Processing Codes Vital Record

A~ Transfer to State Archives Identification Code

R — Retain in Agency Archives V=Vital

S - Review by State Archives i = Important

O - Other (Specify in Remarks) U= Useful

Agency Abbreviations

4}

rchives®: Records Services

SEP 05 2025

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State
Past Office Box 94125, Baton Rouge, LA 70804

SSARC-932 (09/20)

Page 25 of 26 R2025-219

1B

¥
CO fgatls

Agency Approval

recmgt@sos.la.qov Indicate Use of Farm
Agency No | Agency / Division / Section __CORIGINAL SUBMISSION
D ..L..NM. | L8U Health Sciences Center New Orleans/ Campus Safety _X_RENEWAL
S .m __REPLACEMENT PAGE
Item Retention Period = ADDENDU GE
Number Records Series Title =T £ ¥ m . o M ﬂ} -
ota £ Bl = emarks
In Office i 2| 5| 85 B
Storage Retention » | < | HhO| >
9.1 Physical Security: Records related to general
security activities including information about
employees, contractors, vendors, and others who ACT = Until the end of the CY in which created ar
enter/exit facilities. Includes Building Access List/ | ~CTT4CY ¢ AGT+20Y (M 1S N |V 5 eived,
Log, Alarm Checklists, Employee Badge List, Key
Logs, Visitor Logs
9.2 Security - Video Monitoring and Surveillance: e
Includes video recordings of the agency’s offices, ACT + 30 DY 0 ACT+30DY |[M |S N | | ACT = Until the end of the DY recorded, unless an
: incident is recorded.
grounds, and property for security reasons.
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Period (when used define term in remarks column) P — Public Record Use
FY- Fiscal Year (July 1- June 30) M — May Contain Confidential Information | ¥~ Y&S
CY - Calendar Year (Jan 1 - Dec 31) C ~ Confidential Informetion N-No
AY — Academic Year (Aug 1~ July 31) Archival Processing Codes Vital Record
FFY - Federal Fiscal Year (Oct 1 — Sept 30) A — Transfer to State Archives Identification Code
MO ~Months WK —Week (Mon-Sun) DY - Day(s) R - Retain in Agency Archives V= Vital
PERM — Permanent (Life of State) LOA — Life of Agency S — Review by State Archives | = Important
NOTE: Please put an asterisk (*) in the Remarks section for any record | O — Other (Specify in Remarks) U= Useful
series that contains born-digital or imaged records, Include brief
description of the technology. (Ex. Scanned to OnBase).

SEP 05 2025

232025

Date Signed

Secretary of StategState Archives & Records Services

Date Approved




Records Retention Schedule

Louisiana State Archives—Records Management
Louisiana Secretary of State

SSARC-932 (09/20)
—

Page 26 of 26 R2025-219 IB

Paost Office Box 94125, Baton Rouge, LA 70804 ,mo_,ﬁw@mﬂum._m.gg Indicate Use of Form
Agency No | Agency / Division / Section __ORIGINAL SUBMISSION
472 | LSU Health Sciences Center New Orleans/ Emergency Preparedness _X_RENEWAL
<ot R 0
- .m __REPLACEMENT PAGE
Item o Retention Period 8 ADDENDUM PAGE
Number Records Series Title £l 2| 2y —
In Offic In Total 3|5 m £ § Remarks
n e w.no_.mmm. Retention nmcu .N b7 Nw >
10.1 Business Continuity Plan: Includes records that
document actions the agency will take to resume ACT = Until end of CY in which superseded and
operations following a natural disaster or related ACT #:50F o AGT+36Y M |S H o administrative need ends.
event, such as Covid-19 pandemic,
10.2 Business Continuity/Preparedness/Recovery
Correspondence with GOHSEP, FEMA, LDH, ACT = Until end of CY in which created or received
CDC, DHS, or/and any other federal and state AT Iy g AGTASCY M S N and administrative need ends.
agencies/partners.
10.3 .Disaster Event Documentation (Non-Federal ACT = Until end of CY in which state closes out event
Declared Events) ACT +36x 0 ACT +3CY M 1S N v for the agency.
10.4 Disaster Event Documentation (Federal Declared ACT = Until end of CY in which FEMA closes out event
Events) REFLE0X P BETEICY [M |s N V| for the state.
10.5 Business Continuity and Disaster Response e - .
Planning Work Papers ACT+1CY 0 ACT+1CY M S N U | ACT = Until end of CY in which plan is approved.
10.6 Training, Disaster Drills, and Exercises (In-House ACT = Until end of CY in which activity is held and
and State Sponsored) ACT+1.0Y 4 BET=1 CY M8 N administrative need ends.
10.7 ; : ACT = Until end of CY in which created or recsived
Special Needs Assistance Records ACT +3 QY 0 ACT +3 QY M |S |N i ¥ = s e v
10.8 Equipment Maintenance Records ACT +5CY 0 ACT+5CY |M |S [N %MM.NWME end of CY in which equipment is no longer
Permitted Retention Period Abbreviations Security Status Codes State Records Center Agency Abbreviations
ACT - Active Perlod (when used define term in remarks colurmn) P - Public Record Use
FY- Fiscal Year (July t- June 30) M — May Contain Confidential Information Y —Yes GOHSEP — Governor's Office of Homeland
CY — Calendar Year (Jan 1 - Dec 31) G — Confidential Information N - No Security & Emergency Preparedness
AY —A ; FEMA — Federal Emergency Management Agency
— Academic Year (Aug 1 — July 31) P g g
Archival Processing Codes Vital Record 5 5 £ of Health
FFY - Federal Fiscal Year (Oct 1 — Sept 30) A — Identification Code LDH — Louisiana Department of Hea
MO — Months WK-Week (Mon-Sun) DY - Day(s) - _.m:,a.u m.ﬂ » s ,<mm V= Vital CDC - Centers for Disease Control and Prevention
PERM - Permanent (Life of State) LOA - Life of Agency S A S —— DHS — U.S. Department of Homeland Security
NOTE: Please put an asterisk (*) in the Remarks section for any record series that S —Review by State Archives _ ful
contains bom-digital or imaged records. Inciude brief description of the technology. | O — Other {Specify in Remarks) U= Usefu
(Ex. Scanned fo OnBase). h

o (. hpile o

Agency Approval

_2/3/ 2025

Date Signed

Secretary of State,

te Archives & Records Services

SEP 0 5 2025

Date Approved




