 STATE UNIVERSITY OF NEW YORK RECORDS RETENTION AND DISPOSITION SCHEDULE



STUDENT & STAFF HOUSING


STUDENT & STAFF HOUSING
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. Residency occupancy records
	22273
	including but not limited to room and board contracts and room assignment, withdrawal forms; check in/out forms; contract release information etc.
	6 years after expiration of contract or room assignment
	
	CPLR §213 

	2. Damage Records
	22274
	including but not limited to the records pertaining to damage to rooms, the residence halls, equipment and furnishings damage billing forms; etc.
	6 years after the end of the fiscal year
	
	CPLR §213

	3. Off-campus rental records
	22275
	including lists of landlords and/or listings indicating apartments or rooms available
	0 after superseded or obsolete
	
	Sufficient to meet administrative operational needs.
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