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14. Item 
No. 

15. Record Series Title and Description 16. Retention Instructions 17. Statute 18. Vital?  
(Yes/no) 

19. Archival? 
(Yes/no) 

1 Athlete Biographical Files Retain 5 years after graduation, 
then transfer to Archives for 
selection and disposition. 

 

 No Yes 

2 Athletic Season Files Per sport, retain 5 years, then 
transfer to Archives for 
selection and disposition: 
 

• Pre-season media guides: 
3 copies  

• Posters and brochures: 1 
copy 

• Promotional material or 
giveaways: 1 copy 

• Programs: 1 copy per 
home contest 

• Press Releases: 1 copy 
• Season summary for each 

sport: 3 copies 
• Statistics: final or latest 

version of statistics for 
team sport for each year 

• Schedules: 1 copy 
 

 No Yes 

 


