Office of Grant Accounting
Tennessee Tech University
Desk Procedure

RECORD RETENTION

	In compliance with The State of Tennessee Records Management Division, all grant files will be maintained and retained for five years after the final expenditure report has been submitted.  See RDA SW21 for the entirety of the disposition of grant files.  http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1932
[image: RDA details]

The Office of Grant Accounting maintains a retention log by Fiscal Year that contains scanned files of grants closed during that particular fiscal year.  
	Per 2 CFR 200.333 all records related to a Federal award must be retained for a period of three years from the date of submission of the final expenditure report; however the Office of Grant Accounting will abide by RDA SW21.
https://policies.tbr.edu/guidelines/records-retention-and-disposal-records
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RDA Details

Record Series Abstract:

Record Series Active:
Cut Off at End of:

If Other, Explain:
Total Retention:

Retention End Action:

Disposition Notes:

View Signed Form:

~RDA
RDA: sw21
Database ID: 1932
Record Series Title: Grant Files

This RDA may apply to any Grant Files not covered by a specific RDA. Files included in this record series may include any
documents pertaining to grants, such as applications, Contracts, Invoices, Asset Documentation, Monitoring Documentation,
Evaluations, Photographs, Reports, Close-out Documents and Correspondence.

Yes

Other

Files are cut off upon closure of grant and submission of final expenditure report.

5 Years 0 Months

Destroy

Files are cut off upon closure of grant and submission of final expenditure report, maintained for five years, and destroyed at
expiration of retention. Records may be maintained in either paper or electronic format, as long as the electronic content has
been verified for completeness, accuracy, and usability. Records in electronic format shall be maintained in Finance and
Administration (F&A)/Office of Information Resources (OIR) approved software and server environment. Any sensitive or
confidential information contained therein shall be destroyed according to standards for destruction of confidential information.
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