RECORDS RETENTION SCHEDULE
(January 2004)

Item No. of
R. M. Policy
Type of documents
Records Retention
period

I.
Management Matters


1
Founding documents of the University and the Foundation.
Establishment, expansion and termination of departments, programs and admin. units. 
permanent

2
Appointments and removal of executives of the organizational units. 
permanent

3
Statistical summaries relating to the operation of the University and the Foundation. 
permanent

4
Minutes and recordings of the meetings of the University Senate, Board of Trustees of the Foundations, other councils and committees, (with attachments). 
permanent

5
Cooperation Agreements with Hungarian and foreign institutions of higher education, organizations. 
permanent

6
Honorable doctor, university professor - titles, awards and deeds. 
permanent

7
Policies of the university, institutional, departmental and other regulations.
permanent

8
Legal matters. Court litigation. Procedures out of court. Other litigation and public administrative matters. 
permanent

9
Work plans and progress reports. 
permanent

66
External relations, reference material. 
5 years

67
Legal matters, regulations regarding taxation and other legal status of the university 
permanent

II.
Employment Matters 


10
Invitations and applications by faculty members, academic researchers.Exchange of faculty members and researchers. 
6 years

11
Employment/Establishment and termination, retirement.
CVs of hired and non-hired individuals 
10 years
(summary records:
permanent)

12
Employment other than full-time (lecturers, visiting professors)
Contracts for assignment 
10 years

13
Permission of unpaid or other leave 
6 years

14
Salaries, wages and honoraria, summaries 
10 years

15
Bonuses, aids and housing requests, family support, etc. 
10 years

16
Social security and pension, taxation 
permanent

17
Other employment matters. 
6 years

III.
Academic-educational issues 


18
Long-term academic strategic plans and reports of principle significance. 
permanent

19
Academic programs and conferences organized by the university. 
10 years

20
Daily records in connection with academic work and research groups. 
6 years

21
Academic applications (internal and foreign), projects, scholarships. 
5 years

22
Accreditation/registration, setting up and launching of a Master program. 
permanent

23
Accreditation/registration, setting up and launching of a doctoral program. 
permanent

24
Qualifications requirements. 
permanent

25
Degrees/certificates issuance. Acquisition of Ph.D. degree. 
permanent

26
Academic degrees, habilitation matters. 
permanent

27
Documents relating to the operation of Senate, Rectorate, university and department committees. 
15 years

28
Curricula, work plans, reports, course syllabuses. 
7 years

29
Curriculum matters. 
10 years

IV.
Library Issues: (CEU Library, CEU-ELTE Library) 


30
Library matters of principle nature. 
permanent

31
Ordering of books and periodicals. International exchange of publications. 
10 years

32
Matters relating to readers, researchers and client service. 
5 years

33
Library regulations. 
permanent

34
Library records. 
permanent

77
CEU Readers - Master copies 
permanent

V.
Dormitory Matters 


35
Dormitory regulations. 
permanent

36
Dormitory registry slips 
5 years after sending the report to the Alien Registration Office

37
Dormitory records, management and business affairs. 
10 years

VI.
Student Related Matters 


38
Rejected applications for admission 
to all Master and PhD programs 
3 years

38a
Rejected applications for admission 
to Summer University or CRC courses
3 years

39a
Accepted applications, enrollment forms, personal files, CVs, stipend and tuition fees of 
Master and PhD students 
permanent

39b
Accepted applications, enrollment forms, 
personal files of 
Summer University and CRC course students
6 years

40
Academic Records / hard copies of non-CEU records
CEU sandwich year, extension of enrollment status, exclusion of students 
permanent

41
Academic Records / CEU transcripts and diplomas 
permanent

42
Other study matters. (Course evaluations, exam questions, exam papers, exam grades printouts)
5 years

43
Deferment of exams, repetitions, exam sheets. 
3 years

44
Minutes of final exams and defense of theses 
permanent

45
Students’ disciplinary matters, decisions, deeds, related issues. 
10 years

46
Financial aid and in-kind assistance records 
10 years

VII.
Financial and Business Documents
Note: each unit has to supply relevant original records to the BFO

47
Budgets, yearly and long-term; reserve funds. 
permanent

48
Loans and liabilities records. 
20 years

49
Investment and development plans; investments and new facilities. 
25 years

50
Land and real estate matters, incl. Floor plans, architectural drawings 
permanent

51
Renovation, maintenance and caretaking. 
10 years

52
Office equipment, machinery and furniture: purchase, lending and repair (durable goods). 
10 years

53
Office supply, forms, consumable supply. 
5 years

54
Class rooms and premises, rental and lease. 
7 years

55
Representation records. 
5 years

56
Ledger invoices, statements, accounting records. 
10 years

57
Matters related to internal and outside investigations. 
20 years

68
Contracts with suppliers. 
10 years after expiration

78
Documents related to custom procedures 
10 years

74
Endowment / establishment, agreements and certificates. 
permanent

75
Endowment / Records, accounts, statements. 
permanent

76
Endowment / correspondence. 
5 years

VIII.
Operational Matters 


58
Fire Prevention Regulations, and inspection reports. 
permanent

59
Health and Safety Regulation, and inspection reports 
permanent

60
Doctor’s office, Public health, survey, evaluation, inspection records 
30 years

61
Records of documents, registers, disposal minutes (records management). 
permanent

62
Other operational documents. 
10 years

IX.
Mixed correspondence 


63
Correspondence / internal university. 
5 years

64
Correspondence / with universities and educational institutions. 
5 years

65
Correspondence / mixed. 
5 years

X.
Fundraising, donations and grants 


69
Correspondence / fundraising. 
5 years

70
Donations and grants, agreements and related certificates to authorities. 
20 years

71
Donations and grant letters, mixed supporting documents. 
10 years

XI.
Publications 


72a
Publications by CEU 
permanent

72b
Readers' master copy 
permanent

73
Publications on CEU (copies) 
permanent

