STATE UNIVERSITY OF NEW YORK RECORDS RETENTION AND DISPOSITION SCHEDULE

STUDENT COUNSELING & CAREER SERVICES


STUDENT COUNSELING & CAREER SERVICES
NOTE: Paper records may be destroyed after scanning or microfilming, with digital and microfilm versions replacing the original for retention purposes.
	Record
	RDA

Number
	Content
	Minimum Retention
	Notes
	Reason for Proposed Time

	1. Student counseling records
	22223
	including but not limited to requests for assistance relating to emotional, psychological, personal, or social concerns or services provided for and received by students
	6 years after graduation or date of last attendance
	
	8 NYCRR Part 29

	2. List of student appointments
	22224
	including slips, return cards, counseling schedules, or appointment books
	0 after obsolete
	
	

	3. Statistical compilation or reports of students served
	22225
	
	0 after no longer needed
	
	

	4. Printed resource materials
	22226
	catalogs and related public relations information received from other academic, vocational or educational institutions
	0 after no longer needed
	
	

	5. Career placement records
	22227
	including but not limited to records of on-campus visits and interviews, job fairs, employer information sessions, and job searches, including individual student career counseling or career placement and planning records:
a. general career planning activities

b. individual placement files


	0 after no longer needed

6 years after graduation or date of last attendance
	
	Sufficient for administrative and operational needs
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