UWM Office of Research Record Retention Guidance
The Universities of Wisconsin Records Schedules (www.wisconsin.edu/compliance/landing-page/general-records-schedule/) outline the approved records retention schedules for the UW System.
This guidance is intended to assist Office of Research (OR) and Office of Sponsored Programs (OSP) team members in determining the appropriate disposition schedule for sponsored program–related records. The purpose of these retention requirements is to ensure that research and sponsored program records are maintained for the period necessary to support the completion of university business, and to comply with legal, audit, archival, and other State of Wisconsin and federal regulations.
Proper record retention and disposition are essential components of responsible research administration and fiscal stewardship. Maintaining accurate and complete records:
· Ensures compliance with federal, state, sponsor, and institutional requirements.
· Supports the university’s ability to respond to audits, inquiries, and legal proceedings.
· Protects the university and principal investigators (PIs) from potential financial disallowances, penalties, or reputational risks.
· Facilitates effective project closeout and accurate financial reporting.
· Preserves the institutional record of research activity and sponsored program administration.
Failure to retain and properly manage records may result in audit findings, repayment of funds, loss of future funding opportunities, or other legal and administrative consequences. Accordingly, it is the responsibility of all units engaged in sponsored research to comply with established retention and disposition requirements.
It is the policy of OSP to close an award once all final reports have been submitted and all receivables have been satisfied. Departments are responsible for maintaining all supporting documentation related to expenses posted to an award.
All records and information pertaining to grants and contracts must be retained in accordance with the applicable records schedule plus three (3) months after the award has been officially closed, unless the sponsor specifies alternative retention requirements in the award terms and conditions.


Once the retention period has expired, records must be disposed of in accordance with UW System and State of Wisconsin guidelines. Proper disposition includes:
· Securely destroying confidential or sensitive information (e.g., shredding or secure digital deletion).
· Documenting the destruction of records when required for audit or compliance purposes.
· Retaining records beyond the minimum period only when justified (e.g., pending audit or litigation).
Following is an excerpt of the relevant records schedule applicable to OSP:
	Universities of Wisconsin Research Records Schedule (Excerpt)

	Schedule
	Retention and Disposition

	No.
	Title
	Retention Event*
	Disposition

	UWGNT001
	Grant Folders – Federal and Non-Federal
	EVT+6 Years
	Destroy

	UWGNT002
	Grant Proposal Review Files – Rejected or No Response
	EVT+4 Years
	Destroy

	UWGNT003
	Grant Files – UW-System Administered
	EVT+6 Years
	Destroy

	UWGNT004
	Grant Files – Internal Grant Award Documentation
	EVT+6 Years
	Destroy

	UWGNT005
	Scientific  or Misconduct Records
	EVT+7 Years
	Destroy

	UWRSC019
	Commercial Companies Records
Records documenting cooperative relationships with commercial companies in sharing research materials and data. This series may include but is not limited to cash receipt acknowledgements; requests for sample products; acceptances or products; and related correspondence. Retention for agreements and contracts governing or resulting from a cooperative relationship of this nature is governed by schedule UWADM013 (Agreements and Contracts).
	EVT+5 Years
	Destroy

	UWRSC035 
	Research Project Admin Records
Records document the research activity associated with grant-funded projects. This series may include but is not limited to research data; working papers; research/activity reports; summary reports; and related documentation and correspondence. Data and other records from federally funded projects should be retained and made available for at least 3 years after the completion of the project. Retention is in accordance with RDA ADM0013. Note: Depending on the project and nature of the data, it may be preferable to store and make research data available in a dedicated repository. Consult your institution's archivist or campus data services staff for more information.
	EVT+4 Years
	Transfer to Archives

	UWRSC035A
	Grant Final Reports
	EVT+4 Years
	Transfer to Archives


*Event/EVT = Date the grant, audit, inquiry, final report(s) closed or completed
Appendix
Attached documents:
· Universities of Wisconsin Research Records Schedules
· Universities of Wisconsin System Grant and Related Records General Records Schedule
