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/Office of Research/Vice President/ 

NotesDispositionRetentionAdditional DescriptionSeries Title 

OR – Research Data 
Records 

Research Data records 
include laboratory 
notebooks, electronic files 
and all other primary records 
that are necessary for the 
reconstruction and 
evaluation of the results of 
research and the events and 
processes leading to those 
results, regardless of the 
form of media on which they 
are recorded or maintained 

ACT+5 Archival Review Retention is Active +5, unless 
otherwise specified by the contract or 
funding source. 

Active = Life of Research Project 

Retention requirements as outlined in 
the Research Data Policy. 

Upon employee separation, records 
should be retained within the 
Department or Unit until retention has 
been met. 

ORC - Conflict of 
Interest Records 

Includes annual disclosures, 
Conflict Management Plans, 
UTCC Management Plans, 
sponsored project Conflict of 
Interest verification requests 
and clearance, internal 
audits and Advisory 
Committee meeting 
agendas and minutes. 

ACT+3 Destroy Transfer Conflict of Interest Advisory 
Committee meeting agendas and 
minutes to University Archives 

ORC - Export Control 
Records 

Includes international 
purchasing and travel 
verification requests, 
clearance, and associated 
documentation; Research 
Foundation verification 
requests, clearance, and 
associated documentation; 
Export Control 
determinations; visiting 
foreign national verification 
checks; incoming export 
controlled information 

ACT+5 Destroy Transfer Export Control Committee 
meeting agendas and minutes to 
University Archives 
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/Office of Research/Vice President/ 

NotesDispositionRetentionAdditional DescriptionSeries Title 

ORC - Human Gene 
Transfer Compliance 
Records 

verification requests; 
Technology Control Plans; 
internal audits; and Export 
Control Committee meeting 
agendas, minutes, etc. 

Includes human gene 
transfer (HGT) compliance 
inquiries, Senior level 
institutional administrative 
review beyond committee 
reviews and clearance; HGT 
adverse event monitoring 
and associated 
documentation; and internal 
audits. 

ACT+3 Destroy 

ORC - Non-Research 
Misconduct Allegation 
Records 

Includes records regarding 
allegations that do not fall 
under or qualify as 
"Research Misconduct" such 
as letters and other official 
correspondence. 

CR+3 Destroy 

ORC - Research Diving 
and Diving Control 
Board Records 

Includes diving compliance 
inquiries and associated 
documentation; internal 
audits; and committee 
meetings and associated 
documentation. 

ACT+3 Destroy Transfer committee meeting agendas 
and minutes to University Archives. 

ORC - Research 
Misconduct 
Allegations Records 

Includes any records 
regarding allegations of 
research misconduct. May 
include correspondence, 
reports, confidential meeting 
minutes, and formal 
correspondence with the 
Office of Research Integrity. 

ACT+10 Destroy Per University Policy and Procedures 
Concerning Research Misconduct 
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/Office of Research/Vice President/ 

NotesDispositionRetentionAdditional DescriptionSeries Title 

The Federal Policy on 
Research Misconduct states, 
"Research misconduct is 
defined as fabrication, 
falsification, or plagiarism in 
proposing, performing, or 
reviewing research, or in 
reporting research results." 

ORC- Facility 
Clearance Records 

Includes documents required 
by the Department of 
Defense in support of the 
university’s facility security 
clearance 

INDEFINITE Periodic review 
by Department or 

Requirements under NISPOM, DoD 
5220.22-M to maintain records as 
long as facility clearance is in place 

ORRP - AAHRPP 
reports (Association 
for the Accreditation of 
Human Research 
Protection Program, 
Inc.) 

Contains correspondence 
and reports for accreditation 
purposes 

CR+10 Transfer to 
University 

ORRP - Allegations of 
non-compliance 
records 

Includes any records 
regarding allegations of 
non-compliance. May include 
correspondence, reports, 
confidential meeting 
minutes, and formal 

ACT+8 Destroy 

correspondence with 
appropriate agencies. 
Correspondence and 
records required per Human 
Research Protection 
Program and IACUC 
policies on non-compliance 

ORRP - Committee 
Membership Rosters 

Rosters for IACUC, IBC, IRB, 
IRE, and Privacy Board, 

CR+3 Transfer to 
University 
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/Office of Research/Vice President/ 

NotesDispositionRetentionAdditional DescriptionSeries Title 

excludes external reliant 
IRBs like WIRB 

ORRP - Committee 
Policies 

Includes policies created by 
IPC, IACUC, IRE, and IBC, 
excludes external reliant 
IRBs like WIRB 

ACT+3 Retain in office Retention at request of ORRP 

ORRP -
Correspondence, 
General 

CR+1 Destroy 

ORRP -
Correspondence, 
Transient 

TRANSIENT Destroy 

ORRP - External 
Agency Reports 

Generated by external 
agencies about OSU 
research. 

ACT+3 Destroy Regulation citation: Animal Welfare 
Act 2.35(f) 

ORRP - Human Stem 
Cell Committee 
Records 

Includes human stem cell 
compliance inquiries and 
documentation, internal 
audits, and committee 
meeting agendas, minutes, 
etc. 

ACT+3 Destroy Transfer committee meeting agendas 
and minutes to University Archives. 

ORRP - Internal audits Includes information 
generated from internal 
audits as part of QI program 
or facility inspections 

ACT+3 Destroy 

ORRP - IRB Committee 
Agendas and Minutes 

Includes expedited review 
summaries, excludes reliant 
IRBs like WIRB 

CR+3 Retain in office Retention at request of IRB 

ORRP - IRB 
Exemptions & Not 
Human Subjects 
Determinations 

Includes all correspondence 
and submission files 

CR+20 Destroy 
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/Office of Research/Vice President/ 

NotesDispositionRetentionAdditional DescriptionSeries Title 

ORRP - IRB Review 
Committee Protocol 
Files 

ORRP - On-line 
training courses 

ORRP - Public 
Records Request 

Includes all IRB (except 
external reliant IRBs like 
WIRB) and expedited files. 

Includes animal care and use 
orientation, Occupational 
Health training and CITI 
training completion records 
and metadata 

Includes request and letter 
indicating what was released 

CR+20 

SUP 

CR+3 

Destroy 

Retain until 
superseded 

Destroy 

ORRP - Publications of 
department 

INDEFINITE Transfer 1 copy to 
University 

ORRP -
Regulatory/Agency 
Records and Reports 

ORRP - Review 
Committee Agendas 
and Minutes 

ORRP - Review 
Committee Protocol 
Files 

ORRP - Review 
Committees 
Appointment Letters 

ORRP - US 
Department of 

Generated by Ohio State for 
federal departments or 
agencies such as USDA, 
OLAW, FDA, HHS, and 
OBA 

Includes files from IACUC, 
IBC, IPC, IRE, and the 
Privacy Board 

Includes files from IACUC, 
IBC, IPC, IRE, and the 
Privacy Board 

Includes files from IACUC, 
IBC, IRB, IPC, IRE, and the 
Privacy Board; includes 
CVs, COI disclosure 
records, and confidentiality 
agreements. 

Annual report of research 
facility that indicates how 

ACT+3 

CR+3 

ACT+3 

CR+5 

ACT+3 

Transfer to 
University 

Transfer to 
University 

Destroy 

Destroy 

Destroy 

Western IRB is the agency of record 
for protocols reviewed by WIRB. 

Animal Welfare Act 2.36 (f) 

Page 6 of 9 



/Office of Research/Vice President/ 

NotesDispositionRetentionAdditional DescriptionSeries Title 

Agriculture 

OSP - AssetManageme 
nt/Equipment 
Inventory 

OSP - Auditors 
Correspondence File 

OSP - Cash Receipts 
and Bank Deposits 

many animals were covered 
by the act, the number of 
additions for that year, the 
number of animals used in 
research, and experiments. 

Property records by OSU 
asset ID number. Includes 
asset worksheets, surplus, 
and closeout reports 

Consists of correspondence 
to and from governmental 
auditors concerning the 
administration of sponsored 
projects 

Back-up documentation 

INDEFINITE 

INDEFINITE 

ACT+10 

Retain in office 

Retain in office 

Destroy 

OSP - GRT Billing and 
Reports Folders 

OSP - Journal Voucher 
Backup Documents 

Files organized by GRT and 
bill group, contain copies of 
invoices, fiscal reports, 
close-out worksheets, 
correspondence, and 
records of payments to and 
from sponsors. 

Documentation supporting 
project journal vouchers 

ACT+10 

ACT+10 

Destroy 

Destroy 

OSP - Letters of 
credit/request for 
funds 

OSP - Personnel 
Expenditure Transfer 
Files PETS 

Consists of copies of all 
cash draws, amendments, 
worksheets, and 
correspondence 

PET forms and justifications 

ACT+10 

ACT+10 

Destroy 

Destroy 
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/Office of Research/Vice President/ 

NotesDispositionRetentionAdditional DescriptionSeries Title 

OSP - Procurement 
Card Statements 

OSP - Project Files 

OSP - Proposal Files 

American Express project 
procurement card 
statements 

Grants and contract files 

Proposals that were not 
funded or were withdrawn 

ACT+10 

ACT+10 

CR+1 

Destroy 

Transfer material 
noted in Notes 

Destroy 

Transfer to Archives technical reports 
and any of the following: project 
digest, notice of grant award, or 
application 

OSP - Purchase 
Orders 

OSP -
Vendor/Consultant 
Profile Forms 

Purchase orders for 
sponsored projects. Files 
contain vendor quotes, 
requisitions, 
correspondence; and 
consultant and sub award 
agreements 

OSP entries for new vendors 

ACT+10 

ACT+10 

Destroy 

Destroy 

ULAR - American 
Association for 
Accreditation of 
Laboratory Animal 
Care Files 

Contains correspondence 
and reports for accreditation 
purposes. 

CR+10 Transfer to 
University 

May transfer to Archives after 5 years 

ULAR - Controlled 
Drug and Substance 
Records 

ULAR -

Includes controlled drug 
receiving log with copies of 
applicable purchasing 
documents or invoices, 
controlled drug forms, and 
controlled drug transfer 
forms. 

Includes animal orders, 

CR+3 

CR+3 

Destroy Retention as per Ohio State Board of 
Pharmacy Rule 4729-9-14 

Page 8 of 9 



/Office of Research/Vice President/ 

NotesDispositionRetentionAdditional DescriptionSeries Title 

eProtocol/Allentown receipt of animals, and 
protocol use 

Retain in 
department office.systems  

ULAR - Equipment Log ACT+6 Destroy 

ULAR - Lab Animal 
Receipt and 
Disposition Records 

Concerns USDA covered 
species and contains 
documentation concerning 
the source, the date arrived, 
and the disposition of the 
animal (USDA form #7006 
"Animal Record of 
Disposition"); (OSU form 
#7801 only applies to dogs 
and cats). 

ACT+3 Destroy Retention as per federal regulations 
2.33(b)(6) titled "Recordkeeping 
Requirements." See Federal 
Register, vol. 68, no. 7, page 17754. 

ULAR - Medical 
Records 

USDA covered species 
(individual records not 
retained for rodents) and 
animal observation reports. 
Concerns individual records 
of observation on sick 
animals and action taken to 
ensure adequate medical 
treatment or disposition. 

ACT+1 Destroy Retention as per federal regulations 
2.33(b)(6) titled "Recordkeeping 
Requirements." See Federal 
Register, vol. 68, no. 7, page 17754. 

ULAR - Quality 
Assurance Lab Case 
Reports 

Concerns record log of 
diagnostic testing results, lab 
request, and assurance raw 
data. Maintained 

ACT+3 Destroy 

electronically. 

ULAR - Standard 
Operating Procedures 

ACT+6 Destroy 
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