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I. INTRODUCTION 

The College of New Jersey (“TCNJ” or “the College”) creates and maintains public 
records in its course of operation. This policy outlines the College’s standardized 
practice for the retention and destruction of all such College records in accordance 
with the guidelines established by the State of New Jersey Department of Treasury, 
Division of Revenue and Enterprise Services – Records of Management Services. This 
policy applies to all College  units, centers, departments, offices and the like 
(collectively, “Units”) that create and  maintain public records, and will ensure that all 
College Units are in compliance with the  records retention schedule established by 
the State of New Jersey.  
 

II. DEFINITIONS 
 

N/A 
 

III. POLICY 
 

1. Records Retention and Disposition Schedule  
a. All Units must adhere to the State of New Jersey Four Year Colleges and  

Universities retention schedule in order to determine the appropriate time for  
record retention and, if any, for the disposal of records. The schedule can be  
viewed on the Privacy Office’s webpage at:   
https://privacy.tcnj.edu/record-retention/; and, on the State of New Jersey, 

https://policies.tcnj.edu/?p=315
http://www.nj.gov/treasury/revenue/rms/pdf/s510000.pdf
http://www.nj.gov/treasury/revenue/rms/pdf/s510000.pdf
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Department of Treasury website at   
http://www.nj.gov/treasury/revenue/rms/pdf/s510000.pdf. 
 

b. Each Unit shall at least annually review the retention schedule to identify any 
records that are up for disposition and notify the Privacy Office prior to 
destroying any records. The Privacy Office will submit the necessary disposition 
request to the state and notify the Unit once the request has been approved. 
Records may be destroyed only after the Unit is notified that the requested 
destruction has been authorized by the state.  
 

c. Units who have questions regarding the retention schedule or the record 
disposition request process should contact the Privacy Officer for assistance at 
privacy@tcnj.edu. The Privacy Office will also maintain information and 
resources on its webpage at https://privacy.pages.tcnj.edu/recordretention/.  
 

2. Record Preservation Directives (Legal Hold)  
a. In certain circumstances, a record preservation directive or legal hold notice 

may be issued by the Office of the General Counsel as outlined in the College’s 
Legal Hold policy. All involved staff and faculty must consult with the Office of 
General Counsel for direction relative to the preservation of relevant records.  
 

3. Violations of this Policy 
a. Notwithstanding anything else in this policy to the contrary, no employee who 

has been formally notified of a record preservation directive may discard, 
destroy, alter, or delete a record that falls within the scope of that directive.  
 

b. Intentional violation of this policy, the New Jersey record retention schedule, or 
a legal hold directive may subject the individual to disciplinary action.  

 

http://www.nj.gov/treasury/revenue/rms/pdf/s510000.pdf

