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• Records are defined as paper and digital copies of items that have a retention schedule. Examples 
include AAP forms, bank statements, hiring documents, and volunteer records.  

• Permanent records, such as advisory board meeting information, can be stored as physical or digital 
copies.  

o If a physical copy is present, it is considered an official record and can be sent to campus for 
storage.  

o If it is a digital copy with no physical copy present, then the digital copy is considered an 
official record and is the responsibility of the department to store the document. 

• Before destroying any records, the University of Arizona Self-Report Notice of Records Eligible for 
Destruction form must be completed two-weeks prior to the planned destruction date of the 
documents.  

• If you use county services for document shredding, the county needs to provide a form to be 
completed and saved to BOX. The UA form does not need to be completed. 

• After the records have been destroyed, the proof of destruction documentation needs to be kept for 
five years. After five years, they can be destroyed without notifying UA Records & Archives. 

• Additional information is available on the Records Management website: 
https://records.arizona.edu/destruction  

Completing the Form 

1. Fill out the form found in BOX or on the UA Records Management website. Detailed instructions 
for filling out the form can be found on page two of the document. 

 

2. Under “Approver Signature”, enter Karen Pizzuto’s information. 
3. Once form is complete, send to Approver to sign it then have them send it back to you. 
4. Email the form to Records & Archives for approval to records@fso.arizona.edu.  
5. Save the form to BOX in Records Retention under your county’s folder. 
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