CT0106.003 LIABILITY (PERSONAL INJURY) INSURANCE Provides a record (policy/policies and related 

materials) of an institution’s liability (personal injury) coverage. 

Business or other Designated Administrative Office [OPR] -(6 Years after: 
• termination of contract; or 
• resolution of claims, whichever is longer) 
CT0108.005 DATA or DATABASE DICTIONARY REPORTS Periodic printouts from a data or database dictionary 

system, including data element attribute reports, database schema, and related records used for 

reference purposes.  

Designated Administrative Office (Until superseded)

CT0108.008 DISASTER PREPAREDNESS and RECOVERY PLANS 

Records relating to the protection and re-establishment of data processing services in the case of a disaster. 

Designated Administrative Office (Until superseded)  • Essential 

CT0108.009 FINDING AIDS, INDEXES and TRACKING SYSTEMS 

Electronic indexes, lists, registers and other finding aids used to provide access to hard copy or electronic 

records. Designated Administrative Office (Until Indexed data is destroyed or superseded)   

CT0108.024 SYSTEM and DATABASE BACKUP FILES Copies of system files and databases, application 

software, logs, directories and other records needed to restore a system and its data in the event of system or 

data loss.  Includes records of the location and status of backup copies. 

Designated Administrative Office (3 Backup Cycles, then destroy)  • Essential 

CT0108.026 SYSTEM SPECIFICATIONS 

User and operational documentation describing system operations including—but not limited to—system 

documentation records, user guides, system flowcharts, and input-output specifications. 

Designated Administrative Office (2 Years following: 
• Completion of Project and, 
• Disposition or transfer of data to New Operating Environment) 
 • Essential 

CT0108.027 SYSTEM USERS ACCESS FILES Electronic or textual records created to control or 

monitor individual access to a system and its data.  Created for security purposes—including but not 

limited to—user account records, security logs and password files. 

Designated Administrative Office (Last access Plus 2 Years, then destroy)   

CT0108.028 SYSTEMS and APPLICATIONS DEVELOPMENT Records created and used to develop, redesign or 

modify an automated system or application, including—but not limited to—user requirements, 

status reports and correspondence.  

Designated Administrative Office (2 Years following: 
• Completion of Project and, 
• Disposition or transfer of data to New Operating Environment) 

CT0108.029 TECHNICAL PROGRAM DOCUMENTATION Paper copy of program code, flowchart, maintenance 

log, system change notices, and other records documenting modifications to computer programs. 

Designated Administrative Office (2 Years following: 
• Completion of Project and, 
• Disposition or transfer of data to New Operating Environment) 
CT0112.001 DISPOSITION NOTICES A record of the disposition of college/State Board 

office records through transfer to the State Records Center, State Archives, or destruction in-house.  May 

include memoranda concerning the disposition of the records, State Records Center Destruction lists, or 

other documentation showing the date that a record was either transferred out the custody of the office of 

origin or destroyed.  

Records Officer or other Designated Administrative Office 
(Disposition plus 6 Years) 
CT0112.003 RECORDS MANAGEMENT POLICIES and PROCEDURES 

Policies and procedures developed by the community and technical college system and the Division of 

Archives and Records Management pertaining to the maintenance of records management programs. 

SBCTC Records Officer (Superseded plus 2 Years)  • Essential

CT0112.008 FORMS HISTORY FILES Records created to control the creation, design, use and 

revision of college/State Board office forms.  Includes initial requests for forms, purpose of form, expected 

usage, copies of the original form and revisions, and related documentation. 

Designated Administrative Office (Life of form plus 2 Years)   

CT0112.009 FORM ORDER REQUESTS Documentation of the printing of forms.  Includes 

authorizations for the expenditure of funds.  

Designated Administrative Office [OPR] - (Date ordered plus 6 Years)   

CT0112.010 FORMS INVENTORY FILE Inventories of stocks of forms on hand. 

Designated Administrative Office (Until superseded or obsolete, then destroy)   

CT0112.011 FORMS MANAGEMENT PROGRAM SUBJECT FILES 

Records supporting the administration of an agency forms management program.  May include 

correspondence, memoranda, reports, guidelines, articles, vendor information, sample forms, copies of 

internal policies and procedures, and other documents  related to forms design, management and control. 

Designated Administrative Office (Administrative purpose served plus 2 Years)   

CT0113.001 Materials which have no administrative, legal, fiscal or archival requirement for their retention: 

Personal messages and announcements not related to business 
Information-only copies, or extracts of documents distributed for reference or convenience, such as 

announcements or bulletins 
Phone message slips that do not contain information 
Copies of published materials 
Duplicate copies 
Preliminary drafts 
Requests for information (does not include Public Disclosure Requests) 
Routing slips 
Transmittal memos 
Published reference materials 
Stocks of publications 
Reservations and confirmations 
Copies of inter- or intra-agency memos, bulletins or directives of a general informational and non- 

continuing nature 
Routine college admission letters  

Any Office (Until administrative need is satisfied)   

CT0601.017 PERSONAL SERVICES CONTRACTS Contracts with individuals or firms for specialized 

services.  Includes documentation to support issuing a personal services contract. 

Accounting or other Designated Administrative Office [OPR] - 6 Years following: 
• termination of contract; 
• resolution of litigation; or 
• satisfaction of retention period stated in contract, whichever is longest 
 • Essential 

CT0601.020 PURCHASE REQUESTS—SUPPLIES and EQUIPMENT 

Internal college/SBCTC documents used to request the purchase of supplies and equipment. 

Designated Administrative Office (Date approved/not-approved plus 30 Days) Originating Office (Office option)  

