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	Record Retention Checklist


	Requisition #
	

	Date Filled:
	


	Hiring Department must maintain Position File:

	□
	Position Description

	□
	Interview Questions/Answers

	□
	Hiring Matrix

	□
	Reference Checking Materials

	□
	All Notes Regarding Hire

	Maintain the Position File for 2 years after position has been filled.  Before destroying a position file, please contact Legal Affairs at x4105 or by email to mailto:terii.lopez@utsa.edu and provide them with the requisition number, position title and successful applicant.  If a pending case should exist, you may be asked to retain the file until resolved.


	Documents Maintained by the Employment Office:

	►
	Requisition



	►
	All Applications 
(referred and not referred)


	►
	All Electronically Attached Documents 
(resumes, cover letters, other attached documents)


	►
	Offer Letter



	►
	Hiring Proposal 
(information on who was reviewed, interviewed, hired, not hired & reason/justification for hire)




For more information on Records Retention, please visit http://www.utsa.edu/pds/records/index.cfm[image: image2.png]
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