Retention Policy Guidelines

Retention Policy Overview
UT San Antonio is required to keep one official record copy of certain documents for the amount of time listed in the state’s records retention schedule. Extra copies of the same document—called “convenience copies”—can be deleted or removed at any time.

How do I determine if my file needs to be retained?
Most documents posted on UT San Antonio websites or apps that are not accessible are usually convenience copies, so removing them is permitted. If you are unsure, find your item on this retention schedule (column 5) and follow the retention guidelines.

Where can I find an official record copy?
The official record file typically lives with the person who created it. We suggest confirming that you have the record copy saved before deleting convenience copies.

How long do I need to keep an official record copy?
The custodian of the record copy must keep the file for the required amount of time listed in the state’s retention schedule. However, some documents are short-lived or have a retention period of “AV” (Administrative Value), which means they only need to be kept as long as they are useful. It is up to the individual reviewing the file to determine if an item is classified as AV. Explore all retention codes.

May I edit an official record copy to make it accessible?
Yes. You are allowed to update an inaccessible official record copy to make it accessible without affecting how long it must be kept, as long as you don’t change the actual content.

For questions about file retention, contact the Office of Legal Affairs at legalaffairs@utsa.edu.
