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INSTRUCTIONS FOR USING THIS SCHEDULE 

Records retention and disposition schedules are designed to serve as your records 
management guideline for storing and disposing of agency records, regardless of the 
media on which they reside, including paper, microfilm, diskettes, optical disks, CDs, 
DVDs, servers, computer hard drives, etc.  State Agencies General Records Schedule 
No. 124 contains those records common to most state government agencies. This 
schedule takes precedence over General Records Schedule 124.   
 
This schedule provides ongoing authority to dispose of paper records that do not have a 
permanent retention period after electronic copies have been made in accordance with 
Neb. Rev. Stat. § 25-12,112 (Reissue 1995) and to dispose of paper or electronic 
records once the record’s retention period has expired unless it is subject to a legal 
hold.  The University of Nebraska assumes the responsibility to migrate these electronic 
records to a new system, software, and/or storage medium when the current system, 
software, and/or storage medium become obsolete, to ensure that this information 
remains accessible for the entire required retention period. 
 

DISPOSING OF RECORDS 
 

 1. Check your schedules to see what the retention period is.   
 
 2. Dispose of records that have met their retention periods unless they  
  are subject to a legal hold. 
 
 3. Complete a Records Disposition Report for the records you dispose.   
  The Records Disposition Report form is located on the Secretary of  
  State Records Management Website 

https://appengine.egov.com/apps/ne/sos_records_disposition_report. 
  This report establishes that the destruction was performed in your normal 

course of business. 
 

Nebraska Secretary of State 
Records Management Division 

3242 Salt Creek Circle 
Lincoln, NE  68504 

SOS.RecordsManagement@nebraska.gov 
402-471-2559 

 

QUESTIONS 
 
If you have any questions about these procedures, please contact the Director of 
University Records. 
 

 
 

 

https://appengine.egov.com/apps/ne/sos_records_disposition_report


 
 
 
 

SCHEDULE 170-5 – UNIVERSITY OF NEBRASKA – BOARD OF  
                                  REGENTS – FACILITY RECORDS   
 
 

University of Nebraska Facility Records Retention and Disposition Schedule     
Legend:  CY=Calendar Year End: December 31; FY=Fiscal Year End: June 30; Y=Years; E=Expiration;  SUP=Until 
Superseded; LOA=Life of Asset; P=Permanent; A=Transfer to University Archives at end of retention period;   

ELECTRONIC RECORDS - retention follows the same retention as retention of paper records.     
PRESERVATION HOLD - no destruction of records may take place while there is a Preservation Hold in effect. 
*Retention period measured from time that work is accepted from contractor or from time of purchase of plant material 
if labor performed by University.      
**Retention period measured from time final invoice paid.    
***Retention period measured from substantial completion of the project.                                                                                                                         

Code Grouping Category Sub-Category Record Retention 

170-5-1 Facilities Management Board of Regents A/E Selection CY + 12Y*** 

170-5-2 Facilities Legal Construction Bids & Proposals CY + 10Y then A 

170-5-3 Facilities Management Departmental Budget FY + 5Y  

170-5-4 Facilities Reports Property Building Audits CY + 5Y  

170-5-5 Facilities Planning Departmental Campus Master Plans CY + 5Y then A 

170-5-6 Facilities Management 
DAS 
Requirement 

Capital Biennial Budget 
Request 

FY + 20Y  

170-5-7 Facilities Management Departmental 
Capital Renewal (LB 309) 
Requests 

FY + 5Y  

170-5-8 Facilities Management Board of Regents CCPE Correspondence CY + 12Y 

170-5-9 Facilities Management Board of Regents Certified A/E Firms CY + 12Y*** 

170-5-10 Facilities Legal Construction Code Review 
LOA 
Life of Building 

170-5-11 Facilities Legal Construction 
Construct Contract & 
Change Orders 

E + 10Y**   

170-5-12 Facilities Legal Property Deed P 

170-5-13 Facilities Legal Design Design Service Contract E + 10Y**  then A 

170-5-14 Facilities Legal Property Easement P 

170-5-15 Facilities Reports Property 
Facilities Management 
Information Report 

FY + 12Y 

170-5-16 Facilities Legal Construction 
Final Documents & 
Specifications 

LOA 
Life of Building 
then A 



170-5-17 Facilities Planning Property Floor Plans 
LOA 
Life of Building 
then A 
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University of Nebraska Facility Records Retention and Disposition Schedule     
Legend:  CY=Calendar Year End: December 31; FY=Fiscal Year End: June 30; Y=Years; E=Expiration;  SUP=Until 
Superseded; LOA=Life of Asset; IND=Indefinite; A=Transfer to University Archives at end of retention period;   

ELECTRONIC RECORDS - retention follows the same retention as retention of paper records.     
PRESERVATION HOLD - no destruction of records may take place while there is a Preservation Hold in effect. 
*Retention period measured from time that work is accepted from contractor or from time of purchase of plant material 
if labor performed by University.      
**Retention period measured from time final invoice paid.    
***Retention period measured from substantial completion of the project.                                                                                                                         

Code Grouping Category Sub-Category Record Retention 

170-5-18 Facilities Legal Board of Regents 4 Year A/E Contracts E + 12Y**  

170-5-19 Facilities Reports Operations Inspections/Certifications 
LOA 
Life of Building 
and/or Equipment 

170-5-20 Facilities Legal Property Lease 
E + 10Y 
Lease Expired or 
Terminated  

170-5-21 Facilities Management Departmental Meeting minutes CY + 5Y then A 

170-5-22 Facilities Management Operations O & M Manuals 
LOA 
Life of Building 
and/or Equipment 

170-5-23 Facilities Grounds Management Plantings CY + 5Y*  

170-5-24 Facilities Management Board of Regents Policies & Procedures 
SUP + 12Y  
then A 

170-5-25 Facilities Management Board of Regents Program Statements CY + 12Y 

170-5-26 Facilities Management Construction Project Documentation CY + 10Y***  

170-5-27 Facilities Management Board of Regents 
Project Review Board 
Selection 

CY + 12Y 

170-5-28 Facilities Management 
Design / 
Construction 

Project Tracking CY + 12Y***  

170-5-29 Facilities Reports Board of Regents 
Projects Greater than 
$5MM (semi-annual) 

CY + 12Y  

170-5-30 Facilities Reports 
DAS 
Requirement 

Quarterly Construction CY + 12Y  

170-5-31 Facilities Legal Operations Service Contracts E + 10Y 

170-5-32 Facilities Reports Board of Regents 6 Year Plan CY + 12Y  

170-5-33 Facilities Planning Property Studies/Surveys CY + 10Y  

170-5-34 Facilities Management Departmental Training Manuals SUP + 5Y  

170-5-35 Facilities Management Property 
Tree Planting, 
Replacement, Removal 

CY + 5Y*  
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University of Nebraska Facility Records Retention and Disposition Schedule     
Legend:  CY=Calendar Year End: December 31; FY=Fiscal Year End: June 30; Y=Years; E=Expiration;  SUP=Until 
Superseded; LOA=Life of Asset; IND=Indefinite; A=Transfer to University Archives at end of retention period;   

ELECTRONIC RECORDS - retention follows the same retention as retention of paper records.     
PRESERVATION HOLD - no destruction of records may take place while there is a Preservation Hold in effect. 
*Retention period measured from time that work is accepted from contractor or from time of purchase of plant material 
if labor performed by University.      
**Retention period measured from time final invoice paid.         
***Retention period measured from substantial completion of the project.                                                                                                                    

Code Grouping Category Sub-Category Record Retention 

170-5-36 Facilities Reports Operations Utilities FY + 5Y  

170-5-37 Facilities Legal Construction Warranties E + 10Y 

170-5-38 Facilities Management Property Work Requisitions CY + 5Y  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 




