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RECORD RETENTION
1. PURPOSE

To define the procedures utilized in the retention of compliance activity records.
2. SCOPE

This procedure applies to the records from compliance activities performed by the ECS-HSR Division.
3. RESPONSIBILITIES
The ECS Coordinator is responsible for retaining compliance activity records. 
4. PROCEDURES

4.1. Hard Copy Records
4.1.1. Destroy handwritten notes once the information is transcribed into the compliance activity report.
4.2. Electronic Records
4.2.1. Maintain electronic reports for 7 years after completion of the RISE, QAR, or Audit.
4.2.2. Maintain electronic records for 7 years after completion of the closeout visit for Monitoring.
4.3. Subpoenaed Records
4.3.1. Maintain electronic records and hard copy records, if not previously destroyed as described above, until otherwise notified that the records may be destroyed. 
4.3.2. Hard copy records may be sent to the long-term storage vendor designated by the University.
4.4. Records Associated with Research Integrity Cases  

4.4.1. Notify the Administrative Assistant for the ORP and the Research Integrity Officer of the storage location for the electronic records upon completion of an ECS-HSR audit.

4.4.2. Request the Research Integrity Officer to provide the date that the research integrity case is closed.
4.4.3. Maintain electronic records for 7 years after closure of the research integrity case. 
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