
 

 

PRESIDENTS MEETING 
TBR Central Office – Boardroom – Suite 366 
Tuesday, August 18, 2015 – 9:00 A.M. (CT) 

 
 

1. Recommended Revisions to Guideline B-015 – Cash and Gift Card Payments to Research 
Participants – Attachment  (Vice Chancellor Dale Sims)  
 

2. Recommended Revisions to Guideline B-060 – Fees, Charges, Refunds and Adjustments 
– Attachment (Vice Chancellor Dale Sims)  
 

3. Recommended Revisions to Guideline B-061 – Educational Assistance (State Employees 
& Dependents of State Employees and Teachers) – Attachment  
(Vice Chancellor Dale Sims) 
 

4. Recommended Revisions to Guideline B-062 – Education Assistance Programs – 
Attachment (Vice Chancellor Dale Sims)  
 

5. Recommended Revisions to Policy 4:01:07:02 – Foundations – Attachment  (Vice 
Chancellor Dale Sims)  
 

6. Recommended Revisions to Policy 4:06:00:00 – Expenditure of Funds for Paid 
Advertising – Attachment (Vice Chancellor Dale Sims)  
 

7. Outcome Formula Discussion (Vice Chancellor Dale Sims)  
 

8. Degree Compass Grant Discussion (Vice Chancellor Dale Sims)  
 

9. Recommended Elimination of Guideline B-021 – Building Plaques Affixed to Buildings 
and Facilities – Attachment (Vice Chancellor David Gregory) 
 

10. Recommended Revisions to Policy 4:02:09:00 – Property Acquisition – Attachment 
(Vice Chancellor David Gregory) 
 



11. Recommended Revisions to Guideline G-070 – Public Records and Retention Disposal –
Attachment (Mary Moody, General Counsel)

12. Curriculum Alignment Update (Dr. Treva Berryman)

13. CIO Portal Subcommittee Report and Recommendations (Mr. Joe Sargent, Chair of CIO 
Portal Sub-committee or Dr. Kenyatta Lovett)

14. iPad for Students – Fee Proposal Fall 2016 (Dr. Janice Gilliam and Dr. Robbie Melton)

15. Recommended Revisions to Policy 2:01:00:03 – Principles of Articulation in Vocational/
Technical Education – Attachment (Vice Chancellor Tristan Denley)

16. Recommended Revisions to Policy 3:05:01:00 – Regulations for Classifying Students In-
State and Out-of-State for Paying College or University Fees and Tuition and for 
Admission Purposes – Attachment (Vice Chancellor Tristan Denley)

17. Recommended Revisions to Guideline B-070 – Deferred Payment Plan – Attachment
(Vice Chancellor Tristan Denley)

18. Recommended Revisions to Guideline A-076 – Development and Operation of Off-
Campus International Education Programs – Attachment (Vice Chancellor Tristan 
Denley)

19. Proposed new Tennessee Transfer Pathways - Attachment (Vice Chancellor Tristan 
Denley)

20. Updates on Strategic Plan, Accessibility, Academic Affairs Initiatives, How Tuition 
Affects a Student’s Choice of Their Number of Enrolled Hours – Attachments (Vice 
Chancellor Tristan Denley) 
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DATE:   Presidents Meeting (August 18, 2015) 
   Directors Meeting   (August 19, 2015)  
 
 
AGENDA ITEM: Recommended Revisions to Guideline B-015 – Cash and Gift Card 

Payments to Research Participants 
 
 
ACTION:  Requires Voice Vote 
 
 
PRESENTER:  Dale Sims 
 
 
BACKGROUND INFORMATION: 
 
The recommended language specifies that research participants receiving more than $100 in 
any calendar year should provide name, social security number and home address at the time 
of receipt of payment. Signatures from the participants should also be obtained. Other 
proposed language specify what information should be collected for tracking the gift cards. 



Guideline Area 

Business and Finance Guidelines 
Applicable Divisions 

TCATs, Community Colleges, Universities 
Purpose 

The purpose of this guideline is to establish the process for low dollar payments to 

research participants through cash or gift card at the institutions governed by the 

Tennessee Board of Regents. 

Guideline 

I. General 

A. Payments to research participants, regardless of delivery method (check, 

direct deposit, cash, traditional gift card or electronic gift cards) for 

participation in studies should be made through the Institution’s accounts payable 

system via check or direct deposit.  The payment is are considered compensation 

by the Internal Revenue Service. and a name, SSN and home address must be 

provided for each payment. Research participants receiving more than $100 

in any calendar year for one study must provide name, SSN and home 

address at the time of the receipt of payments. Personally identifiable 

information should be gathered in a manner which prevents disclosure of 

personal information to other research participants. Signatures must be 

obtained from research participants indicating receipt of the cash or 

traditional gift card payment. 

B.  Payments of greater than $100 to research participants for participation in 

studies should be made through the institution’s accounts payable system 

via check or direct deposit.  

C. Some research studies use low dollar payments to compensate participants for 

time, inconvenience, or as an incentive to increase participation.  When such 



payments are no more than $50 $100 per payment per participant, and 

individual participant payments aggregate to less than $600 per study, it may be 

appropriate to make payments utilizing cash, traditional gift cards or 

electronic gift cards as long as the following procedures are followed. 

II. Prohibition from use of cash or gift cards in research studies 

A. No payment from cash or gift cards may be made to an institution employee or 

non-resident alien. 

B. Cash may not be used to purchase gift cards. 

III. Procedures for safeguarding and accounting for cash and gift cards in research 

studies 

A. Cash or gift cards for research studies must be assigned to a custodian, e.g. a 

member of the research study staff, responsible for safeguarding the cash or 

gift cards. 

B. Cash or gift cards for research studies must be maintained under lock and key 

by the custodian of the funds. 

C. Access to the cash or gift cards for research studies must be controlled by the 

custodian of the funds. 

D. The balance of cash gift cards on hand plus participant receipts must equal the 

cash and gift cards authorized and obtained.  If a shortage of cash or gift cards 

on hand is determined, the shortage must be reported to the institution’s Bursar’s 

Office immediately. 

E. Cash or gift cards must be used for research participant payment only and may 

not be used for departmental or other research expenses. 

F. Cash and gift cards for research participants are subject to audit at any time by 

the institution, State Audit, or funding agency.  

G. Cash and gift cards for research participants are required to be closed out at the 

end of the research study and any excess cash or cards must be returned to the 

Bursar’s Office. 



IV. Distribution of cash or gift cards to research participants 

A. Cash or traditional gift cards must be hand delivered to research 

participants.  These funds cannot be sent to participants through the mail.  If 

participant payments must be mailed, cash or gift cards cannot be used and the 

payments need to be in the form or a check or direct deposit processed through 

the Institution’s Accounts Payable department. 

B. The method of tracking gift cards should record the following information: 

1.  Recipient name or, in the case of anonymous or confidential human 

subject participants, the participant ID number; 

2. Date of distribution; 

3. Signature of PI authorizing disbursement to recipients; 

4. Purpose of payment; 

5. Serial number of the gift card; 

6.  Amount of gift card; 

7. Signature or initials of study participant or recipient, if available. 

C. Alternate method of record keeping for anonymous and confidential 

surveys – for anonymous surveys and confidential research participants, 

the PI must maintain a reconciliation of the number of cards given equaling 

the number of surveys or participants. This reconciliation must be 

approved by the supervisor of the person disbursing the cards. 

D. Alternate method of record keeping for mailed and electronic gift cards – 

for electronic gift cards, the department must maintain a reconciliation of 

the number of cards given equaling the number of surveys or participants. 



This reconciliation must be approved by the supervisor of the person 

disbursing the cards.  

C. Payments to research participants, regardless of delivery method (check, direct 

deposit, cash, or gift card) are considered compensation by the Internal Revenue 

Service.  Research participants must provide name, SSN, and address at the 

time of the receipt of cash or gift card payments.  Personally identifiable 

information should be gathered in a manner which prevents disclosure of 

personal information to other research participants.  Signatures must be obtained 

from research participants indicating receipt of the cash or gift card payment. 

D. Payments to individual research participants are limited to $50 per payment and 

aggregate to less than $600 per participant for the study. 

E. Payments aggregate to $600 or more per participant are required to be reported 

as income to the Internal Revenue Service. 

Sources 

NEW Guideline approved at Presidents Meeting, Feb. 4, 2014. 

 



 
 

PRESIDENTS QUARTERLY MEETING 
 

DIRECTORS QUARTERLY MEETING 
 

August 18 and 19, 2015 
 
 

 
 
 
DATE:   Presidents Meeting (August 18, 2015) 
   Directors Meeting   (August 19, 2015)  
 
 
AGENDA ITEM: Recommended Revisions to Guideline B-060 – Fees, Charges, Refunds 

and Adjustments 
 
 
ACTION:  Requires Voice Vote 
 
 
PRESENTER:  Dale Sims 
 
 
BACKGROUND INFORMATION: 
 
The current application fees for graduate students stated in the guideline is not less than $5.00 
nor more than $35.00. The proposed revision states not less than $25.00 nor more than $75.00. 
Any increase in the institution’s current rate will still need to be submitted through the 
incidental fee process to obtain Board approval. 
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Fees Charges Refunds and Adjustments – Guideline B-060 

A. Uniform Rates and Policies - Institutions  

1. The following fees will be uniformly charged (or, if applicable, to the extent that they 

remain within the set range) at all institutions both as to the amount and condition of 

assessment. Charges are subject to approval by the Tennessee Board of Regents. 

a. Application Fee: 

(1) Undergraduate - Not less than $5.00 nor or more than $25.00. 

(2) Graduate - Not less than $5.00 25.00 nor or more than $35.00.75.00. 

(3) ETSU College of Medicine and College of Pharmacy – Not less than $50 or 

more than $100. 

(a) This is a non-refundable fee paid by an individual who applies for admission 

to the institution. A student is required to pay this fee when he/she applies 

for admission as a graduate student even if the student attended a TBR 

institution as an undergraduate student. Additionally, the student is required 

to pay this fee when he/she applies for admission to a doctoral-level 

program after receiving a masters-level degree from the institution. 

b. Graduation Fee: This fee shall be assessed according to degree level as follows and 

shall include the cost of the diploma and rental of academic regalia: 

(1) Associate Degree                                 $25.00 

(2) Baccalaureate                                        30.00 

(3) Master and Specialist                             35.00 

(4) Doctor and Juris Doctor                           45.00 

(a) The fee is refundable only if the institution has incurred no costs on the 

student's behalf.  Other items may be included in the fee, as determined by 

the institution.  Additional fees may be charged for optional graduation-

related activities or services. Effective July 1, 2011, community colleges will 

no longer assess a graduation fee. 

c. Late Exam Fee: None 
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DATE:   Presidents Meeting (August 18, 2015) 
   Directors Meeting   (August 19, 2015)  
 
 
AGENDA ITEM: Recommended Revisions to Guideline B-061 – Educational Assistance 

(State Employees and Dependents of State Employees and Teachers) 
 
 
ACTION:  Requires Voice Vote 
 
 
PRESENTER:  Dale Sims 
 
 
BACKGROUND INFORMATION: 
 
Section IV. A. 
 
Language was added that states full-time employees of the State of Tennessee to be eligible for 
enrollment in one course, consisting of no more than four (4) credit hours or one hundred 
twenty (120) clock hours, per term at any State supported college or university or Tennessee 
College of Applied Technology without paying tuition charges, maintenance fees, mandatory 
fees, or RODP on-line course fees. 
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Educational Assistance (State Employees 
& Dependents of State Employees and 
Teachers: B-061  
Policy/Guideline Area 

Business and Finance Guidelines 

Applicable Divisions 

TCATs, Community Colleges, Universities 

Purpose 

The purpose of this guideline is to establish the process and procedures for educational assistance 

to state employees and their dependents and the dependents of public school teachers by 

institutions governed by the Tennessee Board of Regents. 

Policy/Guideline 

I. B-061 - Support for Educational Assistance  

A. The Tennessee Board of Regents is committed to the need for the continued professional 

growth and development of employees. Support for educational assistance of personnel and 

their dependents is an important vehicle for addressing that need. The programs for TBR 

employees and dependents are available subject to funds being budgeted and available 

within the institution/college of applied technology/System Office. 

B. The Office of Human Resources is responsible for the administration of the various 

programs with the exception of the program for dependents of veterans (B-062) and two 

programs offered to general state employees and the dependents of licensed teachers and 

State employees (B-061).  
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C. Exceptions to the provisions of the programs for TBR employees can be made upon 

recommendation of the president/director and approval by the Chancellor. 

II. Types of Support for Educational Assistance  

A. The guidelines for Educational Assistance (P-130, P-131, B-061, B-062) contain a total of 

eleven (11) programs.  

1. The Programs in P-130 provide benefits to personnel at TBR institutions, Tennessee 

Colleges of Applied Technology and the Central Office to further their formal education. 

2. The Program in P-131 provides benefits for spouses and dependents of TBR 

employees. 

3. The programs in B-061 provide assistance to state employees and dependents of State 

employees and public school teachers. 

4. The programs in B-062 provide assistance to dependents of veterans and to state 

employees 65 years of age and older. 

B. The programs are:  

1. P-130 – Educational Assistance for TBR Employees  

a. Faculty or Administrative/Professional Staff Grant-in-Aid Program 

b. Faculty or Administrative/Professional Staff Tuition or Maintenance Fee 

Reimbursement Program 

c. Employee Audit/Non-credit Program 

d. Clerical and Support Staff Maintenance Fee Payment Program 

e. Fee Waiver for TBR/UT System Employees Program (PC 191) 
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2. P-131 – Educational Assistance for Spouse and Dependents of TBR Employees  

a. Fee Discount for Spouse and/or Dependent Children Program 

3. B-061 – Educational Assistance for State Employees and Dependents of State  

a. Employees or Public School Teachers  

(1) Public Higher Education Fee Waiver for State Employees Program 

(2) Fee Discount for Dependent Children of Licensed Public School Teachers or 

State Employees Program 

4. B-062 – Other Educational Assistance Programs  

a. Veterans’ Dependents’ Post-Secondary Education Program 

b. State Employees Age 65 or Above Program 

C. Complete eligibility information is contained within each Guideline. 

III. Taxation of Educational Assistance Programs  

A. Undergraduate and graduate course tuition, up to $5250 per year, paid by the Tennessee 

Board of Regents institutions and the University of Tennessee System for their employees is 

eligible for exclusion from the employees' gross annual income, in accordance with Internal 

Revenue code (IRC) Section 127. 

IV. Public Higher Education Fee Waiver for State Employees Program - This fee waiver program is 

for general state employees exclusive of TBR and UT system employees.  

A. These rules implement the provisions of the T.C.A. § 8-50-1. The Code enables full-time 

employees of the State of Tennessee to be eligible for enrollment in one course, consisting 

of no more than four (4) credit hours or one hundred twenty (120) clock hours, per term at 
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any State supported college or university or Tennessee College of Applied Technology 

without paying tuition charges, maintenance fees, debt service fees, student activity fees, 

technology access fees, mandatory fees, or RODP on-line course fees, or registration fees.  

1. Employees are responsible for all other fees, including but not limited to special course 

fees, books and supplies, application fees, applied music fees, lab fees, off-campus 

facilities fees, parking fees and traffic fines. 

B. Pursuant to T.C.A. § 10-5-101 et seq., employees of the State’s regional library system 

became employees of the Department of State, effective July 1, 1999. As such, they 

became eligible to participate in the State’s educational assistance programs.  

1. In addition, effective September 8, 1999, the Tennessee Higher Education Commission 

determined that Human Resource Agency employees are not State employees as that 

term is defined in the Commission’s rules governing these programs and thus are not 

eligible for fee waivers. 

C. Course enrollment will be permitted on a "space available" first-come-first served basis.  

1. State employees may register no earlier than four (4) weeks prior to the first day of 

classes. 

2. No tuition paying student shall be denied enrollment in a course because of state 

employee enrollments pursuant to this section. 

D. State employees must receive credit for the course in which they are enrolled.  

1. In addition, changes may not be made from credit to audit during the course of the term. 

2. Other guidelines and procedures for administration of this program are printed on the 

reverse side of the Request for Public Higher Education Fee Waiver for Employees of 

the State of Tennessee form. These forms are available from the Tennessee Higher 

Education Commission at https://tn.gov/thec/articles/fee-waiver-fee-discount-faq.. 
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V. Fee Discount for Dependents of Licensed Public School Teachers, Retired Teachers, or State 

Employees Program  

A. These rules implement the provisions of T.C.A. § 49-7-101 et seq. and § 8-50-101 et seq.  

1. The Codes enable children under the age of twenty-four (24) to receive a twenty-five 

percent (25%) discount on tuition at any state operated institution of higher learning if 

their parent:  

a. Is employed as a full-time licensed teacher in any public school in Tennessee or as 

a full-time employee of the state of Tennessee; 

b. Is a Retired retired teacher:.  THEC Rule 1540-01-05-.01 defines a retired teacher 

as a  A certified teacher as defined in THEC Rules 1540-01-05-.01 Definitions, who 

retires after a minimum of thirty (30) years of full-time creditable service in 

Tennessee public schools or who receives disability retirement after a minimum of 

twenty-five (25) years of full-time creditable service in Tennessee public schools. 

c. Is a retired employee of the state of Tennessee who retired after a minimum of 

twenty-five (25) years of full-time creditable service; 

d. Was killed in the line of duty while a full-time employee of the state of Tennessee; or 

e. Died while a full-time employee, though not "in the line of duty."”; or 

e.f. Died while employed as a public school teacher and the child is using the benefit at 

the time of the parent/teacher’s death. 

B. Tuition includes undergraduate maintenance fees and college of applied technology 

program fees; it does not include any other fees, including but not limited to application for 

admission fees, student activity fees, debt service fees, lab fees, applied music fees, books 

and supplies, dormitory charges or meal plans. 
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C. Other guidelines and procedures for administration of this program are printed on the 

reverse side of the Request for Public Higher Education Fee Discount for Dependents of 

Certified Public School Teachers form. These forms are available from the Tennessee 

Higher Education Commission at www.state.tn.usgov/thec.  https://tn.gov/thec/article/fee-

waiver-fee-discount-faq. 

Sources 

Presidents Meeting, February 7, 2006; Presidents Meeting, November 6, 2006; President Meeting, 

May 15, 2007; Presidents Meeting November 6, 2007; August 16, 2011 presidents meeting. Revised 

January 17, 2014 per THEC Rule 1540-01-05 promulgated due to the passage of Public Chapter 

345 which became effective July 1, 2013. 
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DATE:   Presidents Meeting (August 18, 2015) 
   Directors Meeting   (August 19, 2015)  
 
 
AGENDA ITEM: Recommended Revisions to Guideline B-062 – Other Educational 

Assistance Programs 
 
 
ACTION:  Requires Voice Vote 
 
 
PRESENTER:  Dale Sims 
 
 
BACKGROUND INFORMATION: 
 
Change Age 65 or Above Program to Disabled and Elderly Persons throughout the guideline. 
 
Section II. A. 

Delete 1-4 which are detailed in Section II. B. 
 
Section IV.  

Delete “father or mother” since reference is to parent. 
 
Section IV. C. 2. 

Language was added to change the full-time student load from 15 semester hours to 12. 
 
Section V. A. 

Language was added to include that certain disabled and elderly students as well as 
state service retirees are able to enroll in course free or at a reduced rate. 

 
Section V. B. 

Language was added that for audit courses, no fee is required for persons with a 
permanent, total disability; persons 60 years of age or older and domiciled in 



Tennessee; and persons who have retired from state service with 30 or more years of 
service, regardless of age. 
 
Section V. B. 2. 
Language was added that for credit courses, a reduced fee is charged to persons with a 
permanent, total disability, and persons who will become 65 years of age or older 
during the academic semester in which they begin classes and who are domiciled in 
Tennessee. 
 
Section V.C. 1. 
Language was added to clarify which fees are to be paid by disabled and elderly 
persons.  
 
Section V. E. 2. 
Language was added to clarify when employees participating in this program should 
schedule courses. 
 
Section V.F. 1. 
Language was added that states that any fees set by statute are considered the fee rate 
for that group and are not considered waived.  
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Other Educational Assistance Programs: 
B-062  
Policy/Guideline Area 

Business and Finance Guidelines 

Applicable Divisions 

TCATs, Community Colleges, Universities, System Office 

Purpose 

The purpose of this guideline is to establish the process and procedures for other educational 

assistance programs by institutions governed by the Tennessee Board of Regents. 

Policy/Guideline 

I. B-062 - Support for Educational Assistance  

A. The Tennessee Board of Regents is committed to the need for the continued professional 

growth and development of employees. Support for educational assistance of personnel and 

their dependents is an important vehicle for addressing that need. The programs for TBR 

employees and dependents are available subject to funds being budgeted and available 

within the institution/System Office. 

B. The Office of Human Resources is responsible for the administration of the various 

programs with the exception of the program for dependents of veterans (B-062) and two 

programs offered to general state employees and the dependents of licensed teachers and 

State employees (B-061). 

C. Exceptions to the provisions of the programs for TBR employees can be made upon 

recommendation of the president/director and approval by the Chancellor. 
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II. Types of Support for Educational Assistance  

A. The guidelines for Educational Assistance (P-130, P-131, B-061, B-062) contain a total of 

eleven (11) programs.  

1. The Programs in P-130 provide benefits to personnel at TBR institutions, and the 

System Office to further their formal education. 

2. The Program in P-131 provides benefits for dependents of TBR employees. 

3. The programs in B-061 provide assistance to state employees and dependents of public 

school teachers. 

4. The programs in B-062 provide assistance to dependents of veterans and to state 

employees 65 years of age and older. 

B. The programs are:  

1. P-130 – Educational Assistance for TBR Employees  

a. Faculty or Administrative/Professional Staff Grant-in-Aid Program 

b. Faculty or Administrative/Professional Staff Tuition or Maintenance Fee 

Reimbursement Program 

c. Employee Audit/Non-credit Program 

d. Clerical and Support Staff Maintenance Fee Payment Program 

e. Fee Waiver for TBR/UT System Employees Program (PC 191) 

2. P-131 – Educational Assistance for Spouse and Dependents of TBR Employees  

a. Fee Discount for Spouse and/or Dependent Children Program 
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3. B-061 – Educational Assistance for State Employees and Dependents of State  

a. Employees or Public School Teachers  

(1) Public Higher Education Fee Waiver for State Employees Program 

(2) Fee Discount for Dependent Children of Licensed Public School Teachers or 

State Employees Program 

4. B-062 – Other Educational Assistance Programs  

a. Veterans’ Dependents’ Post-Secondary Education Program 

b. Age 65 or Above ProgramDisabled and Elderly Persons 

C. Complete eligibility information is contained within each Guideline. 

III. Taxation of Educational Assistance Programs  

A. Undergraduate and graduate course tuition, paid by the Tennessee Board of Regents 

institutions and the University of Tennessee System for their employees is eligible for 

exclusion from the employees' gross annual income, in accordance with Internal Revenue 

code (IRC) Section 127. 

IV. Veterans’ Dependents’ Post-Secondary Education Program  

A. Effective July 1, 2008, T.C.A. § 49-7-102 was amended to provide that: “every dependent 

child in this state under the age of twenty-three (23) years, whose parent (father or mother) 

was killed, died as a direct result of injuries received, or has been officially reported as being 

either a prisoner of war or missing in action while serving honorably as a member of the 

United State armed forces during a qualifying period of armed conflict, or was formerly a 

prisoner of war or missing in action under such circumstances, or the spouse of such 

veteran, is entitled to a waiver of tuition, maintenance fees, student activity fees, required 
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registration or matriculation fees, and shall be admitted without cost to any institutions of 

higher education owned, operated and maintained by the state.”  

1. Therefore, this program is available to both TBR employees and persons outside of the 

Tennessee Board of Regents system. 

2. TBR employees qualifying as a spouse or dependent for benefits under this program 

shall use this program first and shall not be simultaneously eligible for benefits under 

other programs in this guideline. 

3. Exceptions: Grant-in-Aid and Desegregation Program recipients. 

B. Eligibility  

1. The office responsible for veteran’s affairs issues shall be responsible for determining 

eligibility and providing application forms to those wishing to obtain benefits under this 

program. 

2. To be eligible for educational assistance benefits under this program, a dependent child 

or spouse shall:  

a. Present official certification from the United States Department of Veterans Affairs 

that the parent or spouse veteran was killed or died as a direct result of injuries as 

stated above; or 

b. Present official certification from the U.S. Department of Defense that the parent or 

spouse service member has been officially reported as being a prisoner of war or 

missing in action while serving honorably during a qualifying period of armed 

conflict; or 

c. Present Certificate of Release of Discharge from Active Duty, Department of 

Defense Form 214, for the veteran or service member from whom the eligibility for 

the benefits derives. 
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3. The deceased veteran, prisoner of war or missing in action service member shall have 

been a citizen of Tennessee at the time of the qualifying event. 

4. The dependent child or spouse, prior to receiving benefits under this program, shall have 

or possess the necessary qualifications required for admission. To maintain eligibility, 

the recipient shall be in active pursuit of a specific and declared degree or certificate 

program. 

5. No dependent child or spouse shall be entitled to receive benefits after the conclusion of 

any term during which the parent (father or mother) of the dependent child or spouse is 

officially removed from the status of being a prisoner of war or being a service member 

missing in action. 

6. Eligibility of a veteran’s spouse for benefits shall terminate ten (10) years after the death 

of the veteran; however, eligibility shall terminate immediately upon the spouse’s 

remarriage within this period.  

a. The spouse's eligibility shall extend to the end of the term in which the ten (10) year 

period expires. 

b. A spouse who has previously earned an undergraduate degree or certificate shall 

not be eligible for benefits. 

c. Otherwise, the spouse shall be eligible for benefits until one of the following occurs:  

(1) Prior to the expiration of benefits, the spouse earns an undergraduate degree or 

certificate; or 

(2) The spouse has accumulated one hundred thirty-five (135) semester hours 

excluding required remedial or developmental hours, or the equivalent; or 

(3) The spouse has attempted one hundred fifty (150) semester hours, or the 

equivalent, inclusive of required remedial or developmental hours. 
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7. A dependent child shall be matriculated as a full-time student at a state institution of 

higher education prior to attainment of age twenty-three (23). However, the age 

limitation of dependent children shall not be strictly applied.  Once declared eligible, a 

dependent child shall remain eligible until one of the following has occurred:  

a. Prior to attaining age 23 the dependent earns an undergraduate degree or 

certificate; or 

b. The dependent has accumulated one hundred thirty-five (135) semester hours 

excluding required remedial or developmental hours, or the equivalent; or 

c. The dependent has attempted one hundred fifty (150) semester hours, or the 

equivalent, inclusive of required remedial or developmental hours. 

8. For purposes of this program, the following definitions are provided:  

a. “Dependent Child” means a natural or adopted child of a veteran or service member 

who is claimed as a dependent for income tax purposes. 

b. “Parent (father or mother)” means the parent of a natural or adopted child whom 

such parent claims as a dependent for federal income tax purposes. 

c. “Qualifying period of armed conflict” means any hostile military operation for which 

U.S. military campaign medals as listed in T.C.A. § 49-7-102 are authorized. 

d. “Service member” means a Tennessee resident who is engaged in active U.S. 

military service. 

e. “Served honorably” means the character of service condition as reported on 

Certificate of Release or Discharge from Active Duty (Department of Defense Form 

214). 
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f. “State institution(s) of higher education” means any post-secondary institution 

operated by the Board of Trustees of The University of Tennessee system or the 

Tennessee Board of Regents of the state university, community college and 

colleges of applied technology system that offers courses of instruction leading to a 

certificate or degree. 

g. “Veteran” means a Tennessee resident who has entered and served honorably in 

the U.S. armed forces. 

C. Fees Paid/Type Courses Paid/Number of Hours  

1. The participant is entitled to a waiver of tuition and/or maintenance fees, and/or student 

activity fees, and/or required registration or matriculation fees, and shall be admitted 

without cost to any TBR institution. 

2. A full-time student load (15 12 semester hours or equivalent) is required. 

D. Payback Provisions  

1. None 

E. When the Participant May Attend  

1. Students may apply for benefits during the next registration or enrollment period for the 

next complete term after July 1, 2000. 

F. Accounting/Budgeting   

1. Any fees waived by statute that are calculated and credited to revenue for administration 

purposes should be written off against a contra revenue account. 

2. No expenditures should be charged to scholarships and fellowships. 

G. G. Where the Participant May Attend  

Formatted: Highlight



8 
 

1. Any public institution of higher education in Tennessee  

V. Disabled and Elderly Persons Employees 65 Years and Above Program   

A. In accordance with T.C.A. § 49-7-113 and TBR Guideline B-060, regular and temporary 

employees who are or will be age 65 during a quarter or semester and who also reside in 

Tennessee are eligible to certain disabled and elderly students, as well as state service 

retirees, are able to enroll in courses free or at a reduced rate. 

B. Eligibility  

1. Active and retired state employees who are or will be age 65 during the academic term 

in which they begin classes and who reside in Tennessee are eligible.  For audit 

courses, no fee is required for persons with a permanent, total disability; persons 60 

years of age or older and domiciled in Tennessee; and persons who have retired from 

state service with 30 or more years of service, regardless of age. 

1.2. For credit courses, a reduced fee is charged to persons with a permanent, total 

disability, and persons who will become 65 years of age or older during the academic 

semester in which they begin classes and who are domiciled in Tennessee. 

C. Fees Paid/Type Courses Paid/Number of Hours  

1. A fee of $70 per semester or $60 per trimester may be assessed for credit courses. 

(This fee includes maintenance fees, student activity fees, technology access fees, and 

registration fees and all mandatory fees; it does not preclude include any nonmandatory 

fees, including but not limited to course-specific fees, materials fees, online course fees, 

an application fees, late fee, change-of-course fee, parking fees, etc.) 

2. Employees Disabled/elderly program students shall enroll in credit courses on a space-

available basis. 

3. There is no limit on the number of courses that may be taken during a semester. 
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4. The institution where the employee/retiree disabled/elderly program student is attending 

classes will provide forms for processing fees waived or assessed. 

D. Payback Provisions  

1. None 

E. When the Participant May Attend  

1. Employees participating in this program, in counsel with their immediate supervisors, 

should limit the number of courses so as to maintain an optimum level of job 

performance. 

2. Except for retirees, courses should be scheduled Employees participating in this 

program should schedule courses at times other than during regularly scheduled work 

hours unless annual leave or flex time, based on the institution's needs, have been 

approved. 

F. Accounting/Budgeting  

1. Any fees waived set by statute that are calculated and credited to revenue for 

administration purposes should be written off against a contra revenue accountare 

considered the fee rate for that group.  The fees are not considered waived. 

2. No expenditures should be charged to scholarships and fellowships. 

G. Where the Participant May Attend  

1. Employees may enroll at any public Tennessee institution. 

Sources 
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Presidents Meeting February 7, 2006; Presidents Meeting November 8, 2006; Presidents meeting 

August 21, 2007; Presidents Meeting November 6, 2007; Presidents Meeting November 5, 2008. 

Revisions approved at Presidents Meeting February 4, 2014. 

 



 
 

PRESIDENTS QUARTERLY MEETING 
 

DIRECTORS QUARTERLY MEETING  
 

August 18 and 19, 2015 
 

 
DATE:   Presidents Meeting (August 18, 2015)  
   Directors Meeting (August 19, 2015) 
 
AGENDA ITEM: Recommended Revisions to Policy 4:01:07:02 - Foundations  
 
ACTION:  Requires Vote 
 
PRESENTER:  Dale Sims 
 
 
BACKGROUND INFORMATION: 
 
The sunset audit of the Board of Regents included a finding that “Tennessee Board of Regents 
universities and community colleges have not included General Counsel recommended 
provisions in foundation agreements”.  TBR management responded that it would work with 
institutions to ensure appropriate agreements were executed between institutions and their 
foundations.  During the same time period, Board staff were in the initial stages of reviewing 
and recommending updates to a variety of policies and guidelines, including the foundation 
policy. In moving forward, it was determined that the review and updating of the foundation 
policy should be completed prior to requiring execution of new foundation agreements since 
any policy changes might necessitate changes to the model foundation agreement. The 
attached revisions are a result of this policy review process.  While many of the recommended 
revisions are grammatical or formatting in nature, significant items include:  
 

• Providing that while the participation of institutional employees as foundation board 
members is permitted, institutional employees should not represent a number sufficient 
to control the activities of the foundation.  This is an attempt to balance the need for 
institutional involvement in foundation activities against the need for foundation 
independence; 

• Creating more specific expectations regarding the operating policies and procedures 
that each foundation should have in place (i.e. purchasing, transaction authorization, 
contracting, access to records, etc.); 



• Requiring that each foundation board acknowledge annually that its members have 
reviewed the foundation’s Code of Ethics.  This requirement is being put in place to 
ensure members are aware of the ethical requirements of board membership and to 
minimize the opportunity for inadvertent violation of the Code; 

• Clarifying what types of foundation payments to institutional employees must be 
approved in advance by the institutional president and/or the Chancellor. 

• Providing that both the Comptroller of the Treasury and TBR internal or system 
auditors have access to the books and records of the foundation. 

• Aligning our requirements with those set forth for affiliated entities by the Southern 
Association of Colleges and Schools in their Resource Manual for the Principles of 
Accreditation. 
 

 
The recommended revisions also include an implementation provision that provides any 
needed changes in agreements to conform to the revised policy must be completed within 
twelve months of approval of the policy. 
 
The revised policy is recommended for approval. 
 
 

End of Document 



Foundations: 4:01:07:02  

Policy Area  

Business and Finance Policies 

Applicable Divisions  

Universities, Community Colleges, TCATs, System Office 

Purpose 

The purpose of this policy is to promote and strengthen the operations of foundations which have been 
and may be established for the benefit of TBR institutions. The following provisions set forth a framework 
which, from the Board's perspective, enables and enhances a sound and mutually supportive 
foundation/institution relationship. The purpose of this policy is to assure that, with regard to any 
foundation established to support any TBR institution or its programs, the relationship of the 
foundation to the institution is clearly defined and is set forth in a formal, written manner that (1) 
defines the legal authority and operating control of the institution with respect to the foundation; (2) 
describes the relationship of the foundation to the institution and the extent of any liability arising out 
of that relationship; and (3) demonstrates that the fund-raising activities of the foundation further the 
mission of the institution. 

Definitions 

• Foundation - For purposes of this policy, a foundation is defined as a tax-exempt, not-for-
profit organization which exists solely to support and advance the objectives of an institution. A 
foundation also shall be operated as a tax-exempt corporation chartered within the State of 
Tennessee. corporation, chartered within the State of Tennessee for the sole purpose of 
supporting and advancing the mission of an institution or its programs.  This policy does not 
apply to foundations established solely to support an institution’s research activities 

Policy 

1. General Statement  

A. This policy is adopted pursuant to T.C.A. §§ 49-7-107 and 49-11-402(a)(4) which 
authorizes and empowers the Tennessee Board of Regents to take steps necessary for the 
establishment of foundations for the institutions governed by the Board. 

B. The Board recognizes the value of such foundations to the overall development programs 
of the institutions. Foundations provide a direct means for individuals to participate in the 
generation and management of contributions for the benefit of institutions and units of 
institutions. 

I. I. Foundation/Institution Relationship The Foundation’s Relationship to the Institution 

A. A foundation is not an operational function of an institution; it is a separate legal entity. 
A foundation’s identify must be maintained separate from the institution. 



B. The foundation/institution foundation’s relationship to the institution is based upon is 
derived from a shared interest in the institution's development and the success of the 
institution’s mission.  Therefore, institutional participation in and support of foundation 
operations and activities are, therefore, appropriate and desirable. 

C. Institutional participation in and support of foundation operations are, therefore, 
appropriate and desirable. 

D. It is recognized that to be effective in achieving its purpose, a foundation's identity must 
be maintained separate from the institution. 

E. C. The accountability of a foundation and of the institution as it relates to the foundation 
is a concern, however, are concerns common to the foundation, the institution, and the 
Board. Institutions should not promote, encourage or agree to use of a foundation in 
ways that are, or appear to be, abusive, inappropriate, or do not follow sound business 
practices. 

2. Provisions  

1. To document the foundation's and institution's understanding of their relationship, each 
institution shall formulate a written agreement with its foundation(s) which describes 
their respective responsibilities and the services the institution provides the foundation. 

2. The governance structure of a foundation should be determined by the foundation. To 
ensure an appropriate level of institutional participation in foundation governance, it is 
recommended that the institution president and/or the president's designee(s) hold 
membership on the foundation's executive body. 

3. The foundation's executive body shall adopt an annual budget. The institution will 
develop and present a recommended budget to the foundation to ensure that 
institutional objectives are reflected in the allocation of foundation funds. 

4. The foundation should develop policies and procedures concerning its operations. At a 
minimum, the policies should address solicitation, acceptance, and 
management/investment of contributions to the foundation. The policies must 
incorporate sound business principles and safeguard compliance with donor intent and 
conditions. It is recognized that investments by the foundation are governed by TCA 35-
10-101 et seq.  

1. The policy regarding solicitation and acceptance of contributions shall provide 
that prior to acceptance of any gift to the foundation which requires institutional 
support, i.e., staff, financial assistance, storage, etc., approval must be obtained 
from the president of the institution, and if applicable, by the Chancellor, in 
accordance with Board policy. 

5. No institutional funds, including contributions to the institution, may be transferred 
directly or indirectly to the foundation. Endowment funds, however, may be transferred 
from the institution to the foundation with the written approval of the donor. It is 
understood that instances may occur where a donor inadvertently directs a contribution 



to the institution which is intended for the foundation. Procedures shall be established to 
clarify donor intent. 

6. Foundations must respect Board and institutional responsibilities for personnel 
administration, and a process must be established whereby foundation expenditures for 
compensation and other forms of supplement to institutional personnel, i.e., salary, 
expense account, automobiles, etc., must be approved in advance by the institution 
president and Chancellor on an annual basis. 

7. Foundation records and accounts may be maintained by the institution; however, they 
must be maintained as a separate chart of accounts. Records and accounts maintained by 
the foundation should be available to the institution. 

8. The foundation executive body should issue periodic reports on the activities of the 
foundation, which shall be submitted to the president of the institution. At a minimum, 
the reports should be issued on an annual basis. At a minimum, a comprehensive annual 
financial report shall be issued, prepared in accordance with generally accepted 
accounting principles. 

9. Records and accounts maintained by the foundation shall be audited on the same cycle 
as the institutional audit performed by the Comptroller of the Treasury of the State of 
Tennessee or with the prior approval of the Comptroller of the Treasury, an independent 
public accountant. The audit contract between the independent public accountant and 
the foundation shall be approved in advance by the Board and the Comptroller and shall 
be on contract forms prescribed by the Comptroller. 

10. Initial and amended foundation charters and bylaws to be filed with the Secretary of State 
shall be submitted by the president of the institution to the Chancellor for review. 

11. The Chancellor shall have the authority to grant exceptions to this policy when deemed 
appropriate and necessary. 

 

II. General Requirements 

A. The governance structure of a foundation must be determined by the foundation.  To 
ensure an appropriate level of institutional participation in the foundation governance, the 
institution’s president or the president’s designee should hold a voting membership on the 
foundation’s governing body.  In order to assure that the foundation acts as a separate 
entity, a quorum of its governing body may not consist of a majority of members who are 
employed by the institution. 

B. Each institution shall enter into a written agreement with any foundation(s) governed by 
this policy that documents their understanding of their relationship and describes their 
respective responsibilities.  Institutions must use the standard agreement that is attached 
to this policy or another agreement approved by the Chancellor.  Every agreement must 
contain, at a minimum, the provisions of the standard agreement. 



C. The foundation shall adopt an annual budget.  In order to assure that the foundation’s 
objectives are aligned with those of the institution, the institution shall advise the 
foundation of its needs and priorities for the fiscal year in question. 

D. The foundation shall develop policies and procedures concerning its operations, including, 
but not limited to, the following: 

1. Policies that address the solicitation and acceptance of contributions to the 
foundation.  The policies must incorporate sound business principles and safeguard 
compliance with donor intent and conditions.  Such policies shall provide that, prior 
to acceptance of any gift to the foundation that will require substantial institutional 
support such as staff, financial assistance, storage, on-going maintenance, etc., 
approval must be obtained from the president of the institution and, if applicable, 
from the Chancellor. 

2. Policies and procedures that address the management and investment of 
contributions to the foundation, subject to the requirements of the Uniform 
Prudent Management of Institutional Funds Act, T.C.A. Title 35, Chapter 10, Part 2. 

3. Policies and procedures that address the foundation’s procurement and contracting 
activities. 

a. Such policies and procedures shall implement sound business practices and 
prudent use of foundation funds, including encouragement of the use of 
competitive procurement of goods and services, when practicable. 

b. Such policies and procedures must include a process for determining 
authority for authorizing contracts on behalf of the foundation and for 
authorizing expenditure of foundation funds.  Authority for these functions 
cannot be delegated solely to an employee of the institution. 

4. Policies that, in accordance with T.C.A. § 49-7-107(c), establish and adopt a code of 
ethics that apply to and govern the conduct of all members of the foundation’s 
governing body.  Such policies shall require that members review and acknowledge 
the code of ethics annually. 

5. Policies that identify who may release the foundation’s records upon receipt of a 
request. 

E. No institutional funds, including contributions to the institution, may be transferred directly 
or indirectly to the foundation; provided, however, this shall not prohibit the institution 
from providing in-kind services to the foundation, such as office space and the use of 
support staff.  It is understood that instances may occur where a donor inadvertently directs 
a contribution to the institution which is intended for the foundation.  Procedures shall be 
established to clarify donor intent. 

F. Foundations must respect Board and institutional authority over personnel administration.  
Foundation expenditures for compensation and other payments to or for the benefit of 
institutional personnel and reportable as income to the recipient, such as salary, expense 
accounts, automobiles, club or other organization memberships and dues, etc., must be 
approved in advance, annually, by the institution president, unless the salaries funded by 
the foundation are in accordance with institution’s compensation plan and included in the 
institution’s personnel budget.  Advance approval of the Chancellor shall be required if 
payments outside the institution’s compensation plan are made to or for the benefit of any 



institutional employee, including the president, and if the aggregate value of such payments 
to any individual institutional employee exceeds fifteen hundred dollars ($1,500) per fiscal 
year.  This provision does not apply to reimbursement of business expenses incurred by 
institutional employees or to non-taxable recognition awards given to institutional 
employees. 

G. The foundation’s governing body shall issue reports, at least annually, on the activities of 
the foundation, which shall be submitted to the president of the institution.  An annual 
financial report shall be issued, prepared in accordance with generally accepted accounting 
principles, including all required note disclosures. 

H. In accordance with T.C.A. § 49-7-107(b), all annual reports, books of account and financial 
records of the foundation shall be subject to audit by the Comptroller of the Treasury of the 
State of Tennessee.  Records and accounts maintained by the foundation shall be audited 
on the same cycle as the institutional audit performed by the Comptroller, or, with the prior 
approval of the Comptroller, an independent public accountant may perform such an audit.  
The contract between the independent public accountant and the foundation shall be 
approved in advance by the Board of Regents and the Comptroller and shall be on forms 
prescribed by the Comptroller.  All annual reports, books of account and financial records 
of a foundation shall be available for audit by the internal auditors of the affiliated 
institution or the Tennessee Board of Regents. 

I. Copies of the initial and amended foundation charters and bylaws filed with the Secretary 
of State shall be submitted by the president of the institution to the Board of Regents’ Office 
of General Counsel. 

J. The Chancellor shall have the authority to grant exceptions to this policy when deemed 
appropriate and necessary.  An exception must be requested and granted in writing. 

III. Implementation 

A. No later than twelve (12) months after adoption of this policy, all institutions shall have 
conformed any existing agreement with foundations to the requirement of this policy 

 

Sources 

TBR Meeting, August 17, 1973; TBR Meeting, September 20, 1985; September 21, 1990; June 28, 1991; 
December 3, 2004; TBR Meeting March 30, 2007. 

Related Policies 

• Solicitation and Acceptance of Gifts 

Contact 

Mickey Sheen 
615-366-4437 
mickey.sheen@tbr.edu 

 

https://policies.tbr.edu/policies/solicitation-and-acceptance-gifts
tel:615-366-4437
mailto:mickey.sheen@tbr.edu


1 
 

Foundations: 4:01:07:02 

Policy Area 

Business and Finance Policies 

Applicable Divisions 

Universities, Community Colleges, TCATs, System Office 

Purpose 

The purpose of this policy is to assure that, with regard to any foundation established to 
support any TBR institution or its programs, the relationship of the foundation to the 
institution is clearly defined and is set forth in a formal, written manner that (1) defines the 
legal authority and operating control of the institution with respect to the foundation; (2) 
describes the relationship of the foundation to the Institution and the extent of any liability 
arising out of that relationship; and (3) demonstrates that the fund-raising activities of the 
foundation further the mission of the institution 

Definitions 

Foundation: For purposes of this policy, a foundation is defined as a tax-exempt, not-
for-profit corporation, chartered within the State of Tennessee for the sole purpose of 
supporting and advancing the mission of an institution or its programs.  This policy does 
not apply to foundations established solely to support an institution’s research activities. 

Policy 

I. The Foundation’s Relationship to the Institution 
 
A. A foundation is not an operational function of an institution; it is a separate 

legal entity.  A foundation’s identity must be maintained separate from the 
institution. 

B. The foundation’s relationship to the institution is based upon a shared 
interest in the institution’s development and the success of the institution’s 
mission.  Therefore, institutional participation in and support of foundation 
operations and activities are, therefore appropriate and desirable.  

C. The accountability of a foundation and of the institution as it relates to the 
foundation is a concern common to the foundation, the institution and the 
Board.  Institutions should not promote, encourage or agree to use of a 
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foundation in ways that are, or appear to be, abusive, inappropriate, or do 
not follow sound business practices. 
 

II. General Requirements 

A. The governance structure of a foundation must be determined by the 
foundation.  To ensure an appropriate level of institutional participation in 
foundation governance, the institution’s president or the president’s 
designee should hold a voting membership on the foundation’s governing 
body.  In order to assure that the foundation acts as a separate entity, a 
quorum of its governing body may not consist of a majority of members who 
are employed by the institution. 

B. Each institution shall enter into a written agreement with any foundation(s) 
governed by this policy that documents their understanding of their 
relationship and describes their respective responsibilities.  Institutions 
must use the standard agreement that is attached to this policy or another 
agreement approved by the Chancellor.  Every agreement must contain, at 
a minimum, the provisions of the standard agreement. 

C. The foundation shall adopt an annual budget.  In order to assure that the 
foundation’s objectives are aligned with those of the institution, the 
institution shall advise the foundation of its needs and priorities for the fiscal 
year in question. 

D. The foundation shall develop policies and procedures concerning its 
operations, including, but not limited to, the following: 

1. Policies that address the solicitation and acceptance of contributions to 
the foundation.  The policies must incorporate sound business principles 
and safeguard compliance with donor intent and conditions.  Such 
policies shall provide that, prior to acceptance of any gift to the 
foundation that will require substantial institutional support such as staff, 
financial assistance, storage, on-going maintenance, etc., approval 
must be obtained from the president of the institution and, if applicable, 
from the Chancellor. 

2. Policies and procedures that address the management and investment 
of contributions to the foundation, subject to the requirements of the 
Uniform Prudent Management of Institutional Funds Act, T.C.A. Title 35, 
Chapter 10, Part 2. 
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3. Policies and procedures that address the foundation’s procurement and 
contracting activities.   

a. Such policies and procedures shall implement sound business 
practices and prudent use of foundation funds, including 
encouragement of the use of competitive procurement of goods 
and services, when practicable. 

b. Such policies and procedures must include a process for 
determining authority for authorizing contracts on behalf of the 
foundation and for authorizing expenditure of foundation funds.  
Authority for these functions cannot be delegated solely to an 
employee of the Institution. 

4. Policies that, in accordance with T. C. A. § 49-7-107(c), establish and 
adopt a code of ethics that apply to and govern the conduct of all 
members of the foundation’s governing body.  Such policies shall require 
that members review and acknowledge the code of ethics annually. 

5. Policies that identify who may release the foundation’s records upon 
receipt of a request. 

E. No institutional funds, including contributions to the institution, may be 
transferred directly or indirectly to the foundation; provided, however, this 
shall not prohibit the institution from providing in-kind services to the 
foundation, such as office space and the use of support staff. It is 
understood that instances may occur where a donor inadvertently directs a 
contribution to the institution which is intended for the foundation. 
Procedures shall be established to clarify donor intent.  

F. Foundations must respect Board and institutional authority over personnel 
administration.  Foundation expenditures for compensation and other 
payments to or for the benefit of institutional personnel and reportable as 
income to the recipient, such as salary, expense accounts, automobiles, 
club or other organization memberships and dues, etc., must be approved 
in advance, annually, by the institution president, unless the salaries funded 
by the foundation are in accordance with institution’s compensation plan 
and included in the institution’s personnel budget.  Advance approval of the 
chancellor shall be required if payments outside the institution’s 
compensation plan are made to or for the benefit of any institutional 
employee, including the president, and if the aggregate value of such 
payments to any individual institutional employee exceeds fifteen hundred 
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dollars ($1,500) per fiscal year.  This provision does not apply to 
reimbursement of business expenses incurred by institutional employees or 
to non-taxable recognition awards given to institutional employees.  

G. The foundation’s governing body shall issue reports, at least annually, on 
the activities of the foundation, which shall be submitted to the president of 
the institution.  An annual financial report shall be issued, prepared in 
accordance with generally accepted accounting principles, including all 
required note disclosures. 

H. In accordance with T.C.A. § 49-7-107(b), all annual reports, books of 
account and financial records of a foundation shall be subject to audit by 
the Comptroller of the Treasury of the State of Tennessee.  Records and 
accounts maintained by the foundation shall be audited on the same cycle 
as the institutional audit performed by the Comptroller, or, with the prior 
approval of the Comptroller, an independent public accountant may perform 
such an audit.  The contract between the independent public accountant 
and the foundation shall be approved in advance by the Board of Regents 
and the Comptroller and shall be on forms prescribed by the Comptroller.  
All annual reports, books of account and financial records of a foundation 
shall be available for audit by the internal auditors of the affiliated institution 
or the Tennessee Board of Regents.  

I. Copies of the initial and amended foundation charters and bylaws filed with 
the Secretary of State shall be submitted by the president of the institution 
to the Board of Regents’ Office of General Counsel 

J. The Chancellor shall have the authority to grant exceptions to this policy 
when deemed appropriate and necessary.  An exception must be requested 
and granted in writing. 

III. Implementation 
a. No later than twelve (12) months after adoption of this policy, all institutions 

shall have conformed any existing agreement with foundations to the 
requirement of this policy. 

Sources 

TBR Meeting, August 17, 1973; TBR Meeting, September 20, 1985; September 21, 1990; June 28, 
1991; December 3, 2004; TBR Meeting March 30, 2007. 

Related Policies 
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• Solicitation and Acceptance of Gifts 

 

https://policies.tbr.edu/policies/solicitation-and-acceptance-gifts


 
 

PRESIDENTS QUARTERLY MEETING 
 

DIRECTORS QUARTERLY MEETING  
 

August 18 and 19, 2015 
 
 

 
 
 
DATE:   Presidents Meeting (August 18, 2015) 
   Directors Meeting   (August 19, 2015)  
 
 
AGENDA ITEM: Recommended Revisions to Policy 4:06:00:00 – Expenditure of Funds 

for Paid Advertising  
 
 
ACTION:  Requires Vote 
 
 
PRESENTER:  Dale Sims 
 
 
BACKGROUND INFORMATION: 
 
Definition Section 
 
Language was added to expand on different types of advertising.  
 
Section I. D 1. 
 
Language was added to state that advertising should not represent the campus as being 
superior to any other public institution of higher education. 
 
Section I. E. 
 
Language was added to state that each campus shall evaluate paid advertising on a periodic 
basis to determine the effectiveness and public benefit of such advertising.  
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Expenditure of State Funds for Paid 
Advertising: 4:06:00:00  
Policy/Guideline Area 

Business and Finance Policies 

Applicable Divisions 

TCATs, Community Colleges, Universities, System Office 

Purpose 

The purpose of this policy is to provide parameters within which colleges, universities and colleges 

of applied technology shall use state funds for advertising. 

Definitions 

 Advertising - for the purposes of this policy, refers to expenditures to recruit students by media 

purchases through television, radio, newspapers, billboards, etc. for paid message placement, 

including but not limited to commercials or promotions on television, radio, newspapers, 

billboards, online, social media, public transportation, and other types of media. 

 Policy/Guideline 

I. General Statement  

A. This policy excludes advertising for position vacancies, costs associated with publication 

expenditures (see G-140), and advertising for auxiliary operations or athletic events and 

programs. 

B. Advertising for the recruitment of students shall be designed to increase enrollments in the 

service delivery area as the first priority for advertising of community colleges and colleges 

of applied technology.  
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1. Any advertising in regional newspapers shall be restricted to zoned editions. 

2. Universities are not subject to service delivery area borders and are allowed to develop 

advertising campaigns that are congruent with the mission of the university. 

C. Advertising expenditures should result in a citizenry which is better informed and thus more 

likely to support state higher education through both private giving and more effective 

advocacy.  

1. Advertising also informs citizens of the opportunities available through the state's 

institutions of higher education, thus improving the state's workforce and competitive 

position in the global economy. 

2. Universities shall advertise in a manner that is designed to increase campus enrollments 

by emphasizing academic program offerings. 

D. Campuses are encouraged to maintain an appreciation of the efforts of all post-secondary 

institutions to provide educational services to students.  

1. In this sense, advertising for one campus should not be designed in a manner that has 

the impact of being detrimental with regard to the educational services provided by 

another campus represents the campus as being superior to any other public institution 

of higher education.. 

E. Given the aforementioned criteria, each campus shall evaluate paid advertising on an 

annual a periodic basis to determine if the original estimates of probable returns on 

investment are realized. the effectiveness and public benefit of such advertising. 

1. A "cost to benefit" analysis of paid advertising should be a significant factor in the 

determination whether or not to continue the advertising campaign, along with other 

factors deemed appropriate by the President or Director. 

II. Exceptions  

Formatte
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A. Any exceptions to this policy may must be approved by the Chancellor. 

Sources 

TBR Meeting December 4, 1998; September 28, 2007. 
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PRESIDENTS QUARTERLY MEETING 
 

August 18, 2015 
 
 

 
 
 
DATE:   Presidents Meeting (August 18, 2015) 
     
 
 
AGENDA ITEM: Outcomes Formula Discussion 
 
 
ACTION:  Information Only 
 
 
PRESENTER:  Dale Sims 
 
 
BACKGROUND INFORMATION: 
 
For the past six months the 2015-20 Formula Review Committee has reviewed suggested 
changes to the current model. At its July 23, 2015 meeting, the Tennessee Higher Education 
Commission approved changes to the outcomes funding formula which were recommended by 
the Committee.  Attached is the information reviewed and approved at the Commission 
meeting. 



 

Agenda Item: I.E. 
 
DATE:  July 23, 2015 
 
SUBJECT: 2015-20 Outcomes Funding Formula 
 
ACTION RECOMMENDED: Approval 
 
 

Immediately following the passage of the Complete College Tennessee Act of 
2010 — a law which in part stipulates that higher education institutions be 
funded based on outcomes rather than enrollment — THEC convened a 
Formula Review Committee (FRC) consisting of institutional, system and 
governmental stakeholders to provide counsel on the creation of an outcomes-
based funding formula. THEC also solicited advice and feedback from all 
university and community college presidents and chancellors. Through this 
process THEC produced a formula that funds institutions based on metrics that 
measure successes as well as weights that reflect institutional priorities and 
mission.  
 
Since that time, THEC has convened the FRC annually to review the strengths 
and weaknesses of the formula, with plans to implement any significant 
structural changes after a five-year cycle. That first five-year cycle came to an 
end with the distribution of FY 2015-16 appropriations. For the last six months 
the 2015-20 FRC (see membership in Appendix A) has proposed and reviewed 
changes to the current model. THEC also requested frequent feedback and 
advice from all presidents and chancellors, and reviewed all proposed changes 
with the Statutory Formula Review Committee, a formal committee charged with 
reviewing and recommending changes to the formula (see Appendix B).  
 
This process resulted in the removal and redefining of a few outcomes, the 
inclusion of a new focus population, and an alteration to the application of 
focus population premiums. Though weights still largely reflect institutional 
mission as defined by presidents and chancellors, the community college sector 
chose to implement a unified weighting structure for its completion outcomes to 
better reflect the needs of the state. The proposed formula also excludes the 
out-of-state tuition deduction and no longer relies on a salary multiplier to 
monetize the outcomes. These changes are summarized in Appendices D and E. 
 
Additionally, the underlying structure of the formula was reworked in part to 
allow for the introduction of mathematically-derived scales. This structural 
change — while not changing how the formula rewards success — also allows 
the 2015-20 model to calibrate perfectly to the 2010-15 model, removing the 
need for a phase-in period. This change will be discussed in the presentation. 
 
The process used to analyze and review changes to the outcomes model allowed 
all stakeholders to play a significant role in creating the proposed 2015-20 
Outcomes-Based Funding Formula model. This model does not differ greatly 
from the 2010-15 model, but it more effectively rewards institutions for outcome 
success while reflecting the input from these stakeholders. THEC staff 
recommends it for approval.  
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Appendix C 
 

Formula Review Committee Meeting Dates 
 

Thursday, February 12, 2015 
 
Friday, March 13, 2015 

 
Friday, April 10, 2015 

 
Friday, May 8, 2015 

 
Thursday, June 4, 2015 

 
Tuesday, June 30, 2015 
 

 
Statutory Formula Review Committee Meeting Date 

 
Monday, June 29, 2015 
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Appendix D 
2015-20 Higher Education Funding Formula Proposed Changes  

The higher education outcomes-based funding formula is made up of three major 
elements: outcome metrics, institutional mission weights, and focus populations. Below is 
a summary of the proposed changes to the formula. 

Proposed Changes to Outcome Metrics 
Community College Model — Community colleges would be measured by a suite of 
outcomes very similar to the current version of the funding formula. Short-term 
certificates would undergo a definitional change and remedial and developmental 
success would be removed as an outcome metric, replaced with a subpopulation premium 
focused on academically underprepared students. 

University Model — Universities also would have very similar outcomes in the next 
iteration of the funding formula. The progression metrics would change from 24/48/72 
semester hours to 30/60/90 semester hours and the transfer-out metric would be 
removed. 

In both sectors the Degrees/Awards per Full-time Enrollment metrics will change so that 
full-time enrollment (FTE) only includes students who are degree-seeking. In the current 
model all undergraduate students, whether degree-seeking or not, are included.  

Proposed Changes to Mission Weights 
All chancellors and presidents were asked to prioritize outcomes based on institutional 
mission. These prioritized outcomes were presented to the Formula Review Committee 
(FRC) for analysis and feedback. During this process, conversations between THEC and 
TBR led to a policy recommendation to standardize the weights for certain outcomes 
across the community college sector in order to create a unified system-wide response to 
the needs of Drive to 55 and the Complete College Tennessee Act. University weights would 
continue to be grounded in Carnegie classification. New weights would be assigned to 
outcomes based on these priorities as part of the final formula design process. 

Proposed Changes to Focus Populations (formally called Subpopulations) 
Community College and University Models — A premium level would be applied to the 
progression and undergraduate completion metrics for students who are low-income 
(qualify for the Pell Grant), adults (25 years or older) or identified as academically 
underprepared (tentatively defined as students who score an 18 or below on the ACT or 
are flagged for remedial or developmental coursework). 

Premium Levels — Premiums would be differentiated based on the number of focus 
populations for which a student qualifies. The first subpopulation would garner an 80 
percent premium, the second would garner an additional 20 percent, and the third would 
garner another 20 percent. 

Proposed Additional Changes to the Model 
The 2015-20 Outcomes-Based Funding Formula would exclude the out-of-state tuition 
deduction. This change would result in state funding no longer shifting due to changes in 
out of state enrollment levels. Furthermore, tuition border county legislation would no 
longer impact the funding formula.  Additionally, the FRC has also discussed no longer 
using an SREB salary multiplier, thus removing the state funding movement based on 
changes to the SREB median faculty salary rather than outcome production. The Quality 
Assurance (Performance Funding) program, which was reviewed separately, and the fixed 
cost components would remain largely unchanged. 
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Appendix E 
Outcomes-Based Funding Formula Changes: Outcomes and Focus Populations 

2010-2015 Formula Model 2015-2020 Outcomes Model 

Community College Outcomes Community College Outcomes 
Students Accumulating 12 hrs Students Accumulating 12 hrs 
Students Accumulating 24 hrs Students Accumulating 24 hrs 
Students Accumulating 36 hrs Students Accumulating 36 hrs 

Dual Enrollment Dual Enrollment 
Associates Associates 

Long-term Certificates Long-term Certificates 
Short-term Certificates Short-term Certificates1 

Job Placements Job Placements 
Remedial & Development Success Remedial & Development Success2 

Transfers out with 12 hrs Transfers out with 12 hrs 
Workforce Training Workforce Training 

Awards per 100 FTE Awards per 100 FTE3 

University Outcomes University Outcomes 
Students Accumulating 24 hrs Students Accumulating 30 hrs 
Students Accumulating 48 hrs Students Accumulating 60 hrs 
Students Accumulating 72 hrs Students Accumulating 90 hrs 

Bachelors and Associates Bachelors and Associates 
Masters/Ed Specialist Degrees Masters/Ed Specialist Degrees 

Doctoral / Law Degrees Doctoral / Law Degrees 
Research and Service Research and Service 

Transfers Out with 12 hrs Transfers Out with 12 hrs2 
Degrees per 100 FTE Degrees per 100 FTE3 

Six-Year Graduation Rate Six-Year Graduation Rate 

Subpopulations (Both Sectors) Focus Populations (Both Sectors) 
Adults Adults 

Low-income Low-income 
Academically Underprepared4 

Subpopulation Premiums Focus Population Premiums 
40% for Each Population 80% for One Focus Population 

100% for Two Focus Populations 
    120% for Three Focus Populations 

 
1 - In the 2010-2015 model only short-term certificates (those requiring fewer than 24 semester 
credit hours) that represent the highest award earned at the time of a student's stop-out were 
counted. In the 2015-2020 model all technical short-term certificates will be counted, regardless of 
whether a student stops-out or continues with her education. Certificates defined as academic are 
not counted as they are intended for transfer. 
2 - Outcome removed from consideration. 
3 - In the 2010-2015 model both nondegree-seeking and degree-seeking undergraduate students 
were included in the full-time enrollment (FTE) metric. In the 2015-2020 model, only degree-seeking 
undergraduate students are included in the FTE metric. 
4 - Tentatively defined as students who either required remediation or scored an 18 or below on the 
ACT Composite. 
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PRESIDENTS QUARTERLY MEETING 
 

DIRECTORS QUARTERLY MEETING  
 

August 18 and 19, 2015 
 

 
DATE:   Presidents Meeting  
     
AGENDA ITEM: Degree Compass Grant 
 
ACTION:  Information 
 
PRESENTER:  Dale Sims 
 
 
BACKGROUND INFORMATION: 
 
The FY 2014-15 Appropriation Act included a $250,000.00 appropriation to THEC for the purpose 
of leveraging statewide Degree Compass, a course recommendation system started at Austin Peay 
State University.  The system uses data to identify the course requirements for majors, and then 
recommends what classes a student should do well in. In January, 2015 THEC and TBR entered 
into a grant agreement intended to expand use of Degree Compass across the TBR System.   
 
After passage of the appropriations act but prior to execution of the grant agreement, Desire to 
Learn (D2L), the firm licensed to commercialize Degree Compass, announced plans to engage in a 
major re-design of the product, with an anticipated release date no earlier than the 4th quarter of 
2015.  In recognition of the grant agreement and as part of the Degree Compass agreement 
between D2L and TBR, D2L agreed to waive Degree Compass licensing, maintenance and 
implementation fees for TBR institutions during calendar year 2016.  The re-development work 
has proceeded, and it now appears that general release of the re-designed Degree Compass product 
will occur during the 1st quarter of 2016. 
 
In anticipation of this, during the 4th quarter of 2015 briefings of TBR sub-councils and 
institutional leadership will be conducted regarding availability of enhanced Degree Compass 
product.  At some point subsequent to those briefings we will be looking to institutional leadership 
for a decision as to whether their campus wishes to implement Degree Compass. 
 
 

End of Document 



 
 

PRESIDENTS QUARTERLY MEETING 
 

DIRECTORS QUARTERLY MEETING 
 

August 18 and 19, 2015 
 
 

 
 
 
DATE:   Presidents Meeting (August 18, 2015) 
   Directors Meeting   (August 19, 2015)  
 
 
AGENDA ITEM: Recommended to eliminate Facilities’ Guideline B-021  
 
 
ACTION:  Requires Voice Vote 
 
 
PRESENTER:  David Gregory 
 
 
BACKGROUND INFORMATION: 
 
Both the guideline and policy have the same requirements.  It is the recommendation of the 
Business Affairs Sub Council (BASC) which met July 28, 2015, to eliminate this guideline. 
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Both the guideline and policy have the 
same requirements.  B-021 could be 
deleted.    

Building Plaques Affixed to Buildings and 
Facilities: B-021  
Policy/Guideline Area 

Business and Finance Guidelines 

Applicable Divisions 

TCATs, Community Colleges, Universities 

Purpose 

The purpose of this guideline is to establish the process and procedures for affixing plaques to new 

or newly renovated buildings and facilities at institutions governed by the Tennessee Board of 

Regents. 

Policy/Guideline 

I. Building Plaques  

A. The Board of Regents has authorized institutions to affix building plaques to new or newly 

renovated buildings or facilities.  

1. An institution may choose to erect a building plaque in lieu of or in addition to dedication 

plaques authorized under Board Policy 4:02:05:01. 

B. An institution may affix a building plaque which shall include the name of the Governor(s), 

Chancellor(s), all State Building Commission members, the names of the members of the 

Board, President(s) or College of Applied Technology Director(s), the architect, contractor 

Commented [BS1]: 1.The information regarding building 
plaques in Items I.D. and II of Policy 4:02:05:01  and Guideline B‐
021 are slightly inconsistent. Also, if the names to be included on 
the plaque were stated in the policy in the same way they are 
stated as in the guideline, there would not appear to be any 
need for the guideline since the same information is covered in 
the policy. (Internal Audit) 
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and state architect from the date of Building Commission approval of a specific project to the 

completion of the project. 

C. If the building/facility has been named for an individual or group in accordance with Board 

Policy 4:02:05:01, the building plaque may include the name of the individual or group for 

which the building/facility is named.  

Sources 

March 21, 1986 Board Meeting; Revised November 8, 2006 Presidents Meeting. 

Related Policies 

 Naming Buildings and Facilities & Building Plaques 

Commented [BS2]: 1.For Item I.C., which indicates a plaque 
may be added to a “new or newly renovated” building or facility, 
should “renamed” be added to this list (Similar to comment 4 
under Policy 4:02:05:01). (Internal Audit) 

 



 
 

PRESIDENTS QUARTERLY MEETING 
 

DIRECTORS QUARTERLY MEETING 
 

August 18 and 19, 2015 
 
 

 
 
 
DATE:   Presidents Meeting (August 18, 2015) 
   Directors Meeting   (August 19, 2015)  
 
 
AGENDA ITEM: Recommended Revision to Facilities’ Policy 4:02:09:00 
 
 
ACTION:  Requires Voice Vote 
 
 
PRESENTER:  David Gregory 
 
 
BACKGROUND INFORMATION: 
 
 
Facilities Guideline/Policy Revisions were approved at July 28, 2015, Business Affairs Sub 
Council (BASC)  Meeting.  Language was added to Facilities’ Policy 4:02:09:00 at the 
following locations: 
II. A. 2. a. RPM-1 form 
II. A. 2. c. (vicinity map) 
II. A. 2. g. Current  
II. A. 3. Finance and Administration (F&A) are replaced with General Services (GS) 
II. A. 5. F&A GS are replaced with the institution  
 
 

 

 
 
 



Attachment J 
 

1 
 

Property Acquisition: 4:02:09:00  
Policy/Guideline Area 

Business and Finance Policies 

Applicable Divisions 

TCATs, Community Colleges, Universities, System Office 

Purpose 

The purpose of this policy is the establishment of procedures for the acquisition of property by the 

Tennessee Board of Regents. 

Policy/Guideline 

I. Introduction  

A. Pursuant to T.C.A. §§ 49-8-11 and 49-8-203, the Tennessee Board of Regents (Board) has 

the authority to purchase and condemn land, and to receive donations of property 

(Solicitation and Acceptance of Gifts, Board Policy No. 4:01:04:00) on behalf of institutions 

governed by the Board, and to be vested with title to property so acquired. 

B. Any proposed acquisition of property by any manner shall be subject to the approval of the 

Chancellor. 

II. Procedures  

A. The approval of land acquisition by purchase or condemnation shall be subject to the 

following procedures:  

1. Each institution shall submit to the Chancellor for consideration and approval, a campus 

master plan or an amended master plan which indicates land acquisition needs, or an 

individual acquisition request. 
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2. Upon approval of the campus master plan or amendment or an individual acquisition 

request, an institution may request a land acquisition by submitting the proper 

documentation for each proposed acquisition to the System Office. This documentation 

shall include:  

a. RPM-1 form  

b. The justification of the need for the property; 

c. A description of and the location of the property (vicinity map)  

d. The estimated amount of funds required for the acquisition and the source of funds; 

e. A plat of the property; 

f. The name(s) of the present owner(s); and 

g. Current Deed to property. 

3. The property acquisition request will be submitted by the System Office to the 

Department of Finance and Administration (F&A) General Services (GS) for submission 

to the State Building Commission (SBC) Executive Sub-Committee (ESC) for 

approval.  After SBC ESC approval, F&A staff will obtain a title commitment, an 

appraisal, and a survey and prepare an option to purchase the property. 

4. If an option to purchase the property is signed by the seller, it will be submitted to the 

Chancellor for final approval of the proposed acquisition.  If negotiations fail, the 

institution may request that condemnation proceedings be commenced for acquisition of 

the property. 

5. If acquisition of the property by purchase is approved, F&A GS the institution will be 

responsible for recording the warranty deed and forwarding the deed and title insurance 

to the System Office. 

Commented [BS1]: 1.For Item II.A.f., should “copy of 
current” be added before deed? (Internal Audit)  yes.  
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Sources 

TBR Meetings, September 24, 1976; September 30, 1983; June 29, 2007. 

Related Policies 

 Solicitation and Acceptance of Gifts 
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G = General Guidelines 

G-070

Records Retention and Disposal of Records 

Purpose 

This Guideline sets forth the records retention schedule and procedures for disposal of records for the 
System Office and all institutions governed by the Tennessee Board of Regents. 

Applies To 

TCATs, Community Colleges, Universities, System Office 

Definitions 

Tennessee Public Records Commission Rule 1210-1-2, Definitions, controls. 

Definitions 

Records - Records shall mean all documents, papers, letters, maps, books, photographs,  microfilms, 
electronic data processing files and output, sound recordings, or other material regardless of physical 
form or characteristics made or received pursuant to law or ordinance or in connection with the 
transaction of official business by any governmental agency. For the purpose of this guideline, records 
are only those items defined as such by the Commission rules. 

Permanent Records - Those records which have permanent administrative, fiscal, historical or legal 
value. 

Temporary Records - Those records or materials which can be disposed of in a short period of time as 
being without value in documenting the functions of an agency. Temporary records will be scheduled 
for disposal by requesting approval from the Public Records Commission utilizing a Records Disposition 
Authorization. 

Confidential Public Record - Any public record which has been designated confidential by statute and 
includes information or matters or records considered to be privileged and any aspect of which access 
by the general public has been generally denied.  

Records of Archival Value - Any public record which may promote or contribute toward the preservation 
and understanding of historical, cultural, or natural resources of the State of Tennessee. 

Essential Records - Any public records essential to the resumption or continuation of operations, to the 
recreation of the legal and financial status of government in the state or to the protection and fulfillment 
of obligations to citizens of the state. 

Agency - Agency shall mean any department, division, board, bureau, commission or other separate 
legislative branch and the judicial branch to the extent that it is constitutionally permissible. 

Records Management - Records management shall mean the application of management techniques 
to the creation, utilization, maintenance, retention, preservation, and disposal of records in order to 
reduce costs and improve efficiency of record keeping. It shall include records retention schedule 
development, essential records protection, files management and information retrieval systems, 
microfilm information systems, correspondence and word processing management, records center, 
forms management, analysis and design, and reports and publications management. 

http://share.tn.gov/sos/rules/1210/1210-01.pdf
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Disposition - The preservation of the original records in whole or in part, preservation by photographic 
or other reproduction processes, or outright destruction of the records. 

Records Disposition Authorization - Records Disposition Authorization (RDA) shall mean the official 
document utilized by an agency head to request authority for the disposition of records. The Public 
Records Commission shall determine and order the proper disposition of state records through the 
approval of Records Disposition Authorizations. 

Working Papers - Those records created to serve as input for final reporting documents, including 
electronic data processed records, and/or computer output microfilm, and those records which become 
obsolete immediately after agency use or publication. 

Records Creation - The recording of information on paper, printed forms, punched cards, tape, disk, or 
any information transmitting media. It shall include preparation of forms, reports, state publications, and 
correspondence. 

Guideline 

I. Disposal of records

A. Disposal of records must be approved by the State Public Records Commission (PRC). No records,
paper, electronic, or other media may be destroyed unless and until meeting the criteria of this guideline
and PRC rules.

B. Unless specified otherwise, or otherwise required by law, records may be imaged, microfilmed, or
electronically reproduced and the paper copy destroyed upon verification of an archival quality
reproduction. The microfilm, image, or electronic record will then be retained for the balance of the
indicated retention period.

C. No record shall be destroyed, however, so long as it pertains to any pending legal case, claim, or
action; or to any federal or state audit until such actions have been concluded.

1. State records have been approved for disposal by state-approved methods:

a. Shredding
b. Burning
c. Deletion from the system (electronic)

2. Any record designated "confidential" shall be so treated by agencies in the maintenance, storage
and disposition of such confidential records. These records shall be destroyed in such a manner
that they cannot be read, interpreted or reconstructed.

D. Unless specifically approved by the System Office or Institution Records Officer, any records which
reflect "Permanent" retention should be maintained by means other than paper after verification of an
archival quality electronic reproduction. After verification, the paper copies will be destroyed.

E. Actions by the State Commission shall be communicated to all campus Records Officers through
the System Office.

II. Records Officers

A. Records Officers have the authority and responsibility to retain and dispose of records in
accordance with approved records disposition authorizations.
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B. Prior to the destruction of any records, the Records Officer must determine if the action should be
delayed due to audit or litigation requirements.

C. Specific records pertaining to current or pending litigation or investigation must be retained until all
questions are resolved. These specific records can be retained in a suspense file, while all other records
not under pending investigation shall be disposed of in accordance with established Statewide and
TBR Records Disposition Authorizations (RDAs).

D. Records Officers should establish and apply retention schedules for records in their custody that
may not be specifically addressed in this guideline.

III. Certificate of Destruction

A. Records Management Division has authorized the implementation and utilization of the Certificate
of Destruction form (see Exhibit 1) in order to better track the volume of records destroyed and to
insure that records have met the criteria necessary for destruction.

B. Certificate of Destruction forms must be used when destroying public or confidential records that
are not destroyed during the annual Operation Roundfile campaign – an initiative through Executive
Order 38 to purge out-of-date documents and/or records on an annual basis.

IV. Records Retention Schedules

A. The Tennessee Board of Regents adheres to Statewide and TBR Records Destruction
Authorization (RDA) Classifications.

B. Notwithstanding the retention period stated herein, should such periods conflict with federal or state
law or regulation, the period of longer retention shall apply.

C. Access the appropriate retention schedule by clicking on the RDA number in Sections V. and VI.
below.

V. Statewide RDA’s:

A. SW01: Accounting Journal Vouchers & Deposit Slips
Documents relating to Accounts Receivables and Deposits with Supporting Documentation.
EXAMPLES: AG – Agency Only Approval Journals, AL – Allocation Process, AM ‐ Assets
Management, AP ‐ Accounts Payable, AR ‐ Accounts Receivable, BA ‐ Balances from STARS, BI ‐
Billing, CL ‐ Closing Process, CM ‐ Cash Management, CN ‐ Contracts, DA ‐ Division of Accounts
Approval, EX ‐ External Application, FM ‐ Fleet Management, GM ‐ Grants, IN ‐ Inventory, IU ‐
Inter‐Unit Transaction, JV ‐ Online Journal Voucher, KK ‐ Commitment Control Journals, LA ‐
Accrued Liabilities, LM ‐ Enterprise Learning Management, MU ‐ Multi‐Unit Transactions, PM ‐
Plant Management, PR ‐ Project Closing, PY ‐ Payroll, RA Accrued Revenue, RV ‐ PS exp to
STARS, TR ‐ Transactions from STARS, TV ‐ Travel (Expenses), YA ‐ Year End Adjustments This
RDA is not applicable for the Division of Accounts, Dept. of Finance and Administration.

B. SW02: Accounting Reports
Documents relating to monthly accounting reports. This series also includes Accounting Reports
from Edison, Banner, or the STARS System.

C. SW03: Human Resources Employee Information Documents
Documents pertaining to office personnel locator information, supervisory/employee information,
and separated employee records. Examples: Cards or sheets showing name, address, telephone
number, and similar data for each office employee; printouts.

D. SW04: Employee Medical Records

http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1792
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1793
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1794
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1795
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Documents relating to confidential employee medical records. Examples: Documentation of 
physicals and health status, Alcoholics Anonymous treatment statement, drug related treatment, 
injured in the line of duty and workers' compensation claims. 

E. SW06: Boards & Commissions Documents
Documents or recordings related to meetings of Boards, Commissions, Councils, and Committees. 
Records included are minutes/accounts of proceeding actions taken, agenda, copies of reports, 
exhibits, and announcements. Also documents relating to all responsibility of agency heads, such 
as correspondence or memos to internal personnel, officials of other state agencies (including the 
governor and General Assembly) federal officials, local officials and the general public. Included 
are: special studies, reports and working papers prepared by the executive staff, policy and 
procedure manuals , current & obsolete directives (except Executive Orders), and similar related 
materials.

F. SW07: Travel Authorization Files
Documents relating to requests and authorizations for in‐state and out‐of‐state travel and
related correspondence, including cost estimates for travel.

G. SW08: Commissioner’s Subject Files
For purposes of TBR Guideline G-070, “Commissioner” means “Chief Executive”, which 
includes Chancellor, President, and Director. “Executive Staff” means all persons employed 
at the Vice Chancellor, Vice President, and Assistant Director level.
Documents relating to all areas of the Chancellor and his/her executive staff in the transaction of 
official business. Examples: Correspondence and memorandums with internal personnel, officials 
of other state agencies (including the Governor and General Assembly) federal officials, local 
officials and the general public. Included are: special studies, reports and working papers prepared 
by the executive staff, policy and procedure manuals, current & obsolete directives, and similar 
related materials.

H. SW09: Attendance and Leave Records
Documents relating to attendance and leave, including correspondence such as notice of holidays 
and hours worked.

I. SW10: Real Property Lease Files
Documents relating to the lease space in which various state agencies and departments are 
housed. Examples: Space Action Request Form (FA‐0006), Request for Proposal (RFP), and 
related correspondence.

J. SW11: Internal Audit Reports and Working Papers
Documents relating to internal audit reports and working papers generated by internal auditors to 
document investigations and/or audit reports conducted internally that are submitted to the 
commissioners, the Comptroller of the Treasury, and other parties. This RDA is not applicable to 
the Comptroller of the Treasury and its divisional offices.

K. SW12: Contracts & Requests for Proposals (RFP’s)
Documents relating to contracts between state agencies and vendors. Records includes a copy of 
the final contract, Requests for Proposals (RFP)documents, Requests for Information (RFI) 
documents, bid evaluation documents, statements of work, deliverable documentation, change 
order documentation, correspondence, and other related documents.

L. SW14: Discrimination Harassment Investigation Files
Documents relating to discrimination and workplace harassment investigations. Examples: 
investigation intake/referral, investigation memos, Equal Employment Opportunity Commission 
charges/documents, Tennessee Human Rights Commission charges/documents.

M. SW15: Annual Report Working Papers 

http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1797
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1798
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1799
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1800
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1801
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1802
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1803
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1805
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1806
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 Working Paper documents relating to the annual reports prepared by all agencies. 
 

 
 
  N.  SW16: Temporary Records 

 "Temporary Records", is defined at T.C.A § 10‐7‐301 (13) as: "material which can be disposed of 
in a short period of time as being without value in documenting the function of an agency. 
Temporary records will be scheduled for disposal by requesting approval from the public records 
commission [PRC] utilizing a records disposition authorization [RDA]." These records are only 
considered records in that they are notes and/or communication media and may include 
correspondence below the Commissioner level, unless superseded by another RDA. Under no 
circumstance will documents of Fiscal, Legal, or Historic Value be considered Temporary Records. 

 
  O.   SW17: Working Papers 

 "Working Papers" is defined in T.C.A. § 10‐7‐301(14) as: "those records created to serve as input 
for final reporting documents, including electronic data processed records, and/or computer output 
microfilm, and those records which become obsolete immediately after agency use or publication." 
Working papers are used to produce a record in its final form. For the purpose of the RDA, working 
papers are those records that have no evidential or informational value once an action has been 
completed and do not relate to significant steps taken in preparing the final record. The record 
resulting from the working papers are then governed by its RDA. Working papers does not include 
records that have evidential or informational value that is needed to support the final record. Under 
no circumstance may documents of Fiscal, Legal, or Historic Value be considered Working 
Papers. This RDA does not apply to Annual Report (SA15), Budget (SW18), or Internal Audit 
(SW11) working papers. This RDA covers all other working papers unless superseded by another 
specific RDA. 

 
       P.  SW18: Budget Papers 

 Documents relating to budget working papers and budget requests. The records are documents 
used to assist the agency in the preparation of budgets and to justify requests to the Department 
of Finance and Administration as well as copies of official budget requests submitted to the 
Department of Finance and Administration for recommendations to be presented for final approval. 
Records include correspondence, instructions, tabulations, reports, cost estimates, budget request 
forms, program objectives, strategies, budget revisions and other related documents. 

 
Q. SW19: Active Employee Files 

 These files consist of Departmental Employee HR information and contains the following, but not 
limited to, documents: Personnel File Audit Checklist, Request for Personnel Action Form, 
Employment Application,W‐4 Form, Direct Deposit Authorization, Drug‐Free Workplace Policy, 
Memo for the Operation of Motor Vehicles by State Employees, Acceptable Use Policy Network 
Access Rights and Obligations User Agreement Acknowledgement, Performance Document‐Job 
Plan and Employee Insurance & Benefits File Audit Checklist. Records covered under SW03 
Human Resources Employee Information Documents shall not be destroyed under this RDA.  

  
R. SW20: Fiscal Administrative Documents 

Files may include documents of Fiscal Value not covered by another Statewide RDA or Agency 
Specific RDA. (Examples: receipt documents, invoices, purchase orders, inventory records, 
payment documentation, space assignment documentation, warranties, internal bookkeeping 
documentation, & balance sheets) 

 
S. SW21: Grants 

 This RDA may apply to any Grant Files not covered by a specific RDA. Files included in this 
record series may include any documents pertaining to grants, such as applications, Contracts, 
Invoices, Asset Documentation, Monitoring Documentation, Evaluations, Photographs, Reports, 
Close‐out Documents and Correspondence. 

 

http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1899
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1897
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1912
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1863
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1931
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1932
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T. SW22: Internal Policies and Procedures     
 Official record copy of the policies, procedures or rules. One copy of the policy, procedure, or rule 

will be kept by the issuing entity for retention/reference. Records series will include interim 
policies, procedures, and rules as well. 

 
U. SW23: Credit Card and Purchasing Card (p-Card) Documents 

Documents relating to the issuing and use of state issued credit cards and Purchasing cards (p‐ 
Cards). Records series includes: new card application, cardholder agreement form, approver 
signed agreement form, account maintenance forms, training tests, Edison security form, 
transaction logs, exception logs, fiscal officer's memos, account statements, and receipts. 

 
V. SW25: Administrative Documents – Internal Policies and Procedures 

Documents that relate to the day‐to‐day administration of internal policies, procedures, and rules. 
Record series includes, but not limited to: employee agreement forms, security forms, databases, 
frequently asked questions, and related forms. (This does not include the official record copy of 
the policies, procedures or rules which is covered by SW22.) 

 
W. SW26: Incident Reports 
 Records of incidents/accidents occurring on State controlled property, involving state personnel 

or members of the general public or state owned materials. A copy of the incident reports 
involving injuries to state employees are to be included in the employee’s medical file and 
covered under SW04 Employee Medical Records. 

 
X. SW27: Request for Proposal Documents – Not Selected 
 Final submitted bid documents that were not awarded the contract. These fall under three (3) 

categories: Unsuccessful – bids met criteria but were not the best bid; Non-responsive – bids that 
did not follow directions and thus disqualified; and Rejected – bids that were not submitted by the 
set deadline for submission. 

 
Y. SW28: Employment Application – Not Selected Candidates 
 Application documents, hiring information, job registers, and resumes of candidates that were not 

selected for the position. Records include applications for full-time, part-time, temporary, and 
unpaid, such as internships. These fall under three (3) categories: Unsuccessful – applicant met 
criteria but were not hired; Non-responsive – applicants that did not submit required material or 
respond back to attempted communication; and Rejected – applications that were not submitted 
by the set deadline for submission or failed to meet minimum requirements. 

 
Z. SW29: Affirmative Action Compliance Records 
 Affirmative Action Program records and any supporting documentation related to recruitment, 

selection, and advancement of employees that may be used to show compliance with federal 
Affirmative Action rules and regulations. 

 
AA. 11068: State Owned Real Property 
 Records may include, but are not limited to: Warranty Deeds to and/or the State, Maps, 

Drawings, Plot Layouts, Premises Land Leases, Appraisals, Surveys, Environmental 
Assessments, Photographs, Financial Industry Regulatory Authority Web Site and any other 
documents chronicling the history, sale, or purchase of State owned property. 

 
VI.    TBR RDA’s: 
 

A. Student Records 
 

1. The Family Educational rights and Privacy Act of 1974, as amended (FERPA) specifically 
requires institutions to maintain records of requests and disclosures of personally identifiable 
information except for defined “directory information” and requests from students to review their 
own records.  

http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1944
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1937
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1980
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1981
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=2010
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=2011
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=2012
http://tnsos.net/rmd/rda/detail_rda.php?rda_id=1967
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a. The records of disclosures and requests for disclosures are considered part of the 

students’ educational records; therefore, these records must be retained as long as the 
education records to which they refer are retained by the institution. 

 
b. FERPA requires that no record for which there is a pending request to review be 

destroyed. 
 
2. Student Miscellaneous Records: Records in this category are covered under SW16 Temporary 

Records. These records include, but are not limited to; 
 

a. All records of applicants who do not enter an institution; 
 
b. The following records of applicants who enter an institution; 

 
(1)   Grade Reports (Registrar’s copies) 
(2)   Registration Forms 
(3)   Social Security Certificates 
(4)   Teacher Certifications (Institution only) 
(5)   Transcript Requests (student) 
(6)   Audit Authorizations 
(7)   Pass/Fail Requests 
(8)   Changes of Course (add/drop) 
(9)   Credit/No Credit Approvals 
(10) Enrollment Verifications (logs or lists) 
(11) Applications for Graduation 
(12) Examination Papers and Answer Sheets 
(13) Academic Advisor Files 
(14) Class Schedules (student), 
(15) Personal Data Information Forms 
(16) Letters of Recommendation 
(17) Student Disciplinary Files (for matters resulting in a finding of no violations(s) 

 
3. 10152: Student Information Records: RDA Revision Pending with retention date of 5 years. 

Current Retention: Varies. Follow schedule listed on Exhibit 2.  
 
4. New RDA Pending: Student Education Record. Current Retention: Permanent. 
 

a. These files include, but are not limited to; 
 

(1) Academic Records (includes Narrative Evaluations, Competency Assessments); 
(2) Change of Grade Records; 
(3) Financial Aid Transcripts; 
(4) Class Lists (original grade sheets or cards); 
(5) Permanent Student Cards; 
(6) Statistical Data (enrollment, grades, racial/ethnic, degree)  
(7) Student Disciplinary Files resulting in Expulsion or Suspension. 
(8) Student Athletic Files including NCAA/NJCAA eligibility, and related files. Added here 

 
B. 10149: Alumni Development Files/Donor Gifts and Contributions/Endowment and Living Trust 

Agreements – Current Retention: Permanent. Revision Pending. 
 

1. These records include, but are not limited to; 
 

a. Alumni Development Files - Current and historical data including alumni information, 
solicitation, pledge and contributions data, and all related documents. 
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b. Donor Gifts and Contributions - Donor Recognition Committee, Donor Director of Private 

Giving, Fund Raising Report, Philanthropy Awards, and all related documents. 
 

c. Endowment and Living Trust Agreements, and all related documents. 
 
C. New RDA Pending: Trademark, Copyright, and Patent Records; Printed Materials and 

Publications – Permanent 
 

1. These records include, but are not limited to; 
 

a. Trademark, Copyright, and Patent Records – Forms, documents and materials relating to 
applications for and granting of trademarks, copyrights and patents. 

 
b. Printed Materials and Publications – Items which have permanent administrative, physical, 

historical or legal value, such as: Class schedules (institutional), Graduation Lists, 
Commencement Program (1 copy), institution catalogs, brochures, etc. 

 
(1) Retain 2 copies in institution library archive. 
 

Exhibits 
 
Exhibit 1: Certificate of Destruction 
Exhibit 2: RDA 10152 Retention Schedule 
 
Sources 
 
November 15, 1983 SBR Presidents Meeting; Revised July 1, 1984; Revised July 1, 1985; Revised 
September 1, 1986; Approved May 14, 1991, Presidents Meeting and implemented August 6, 1993 after 
approval by State Records Commission; May 5, 1998, Presidents Meeting; May 21, 2002 Presidents 
Meeting; May 16, 2006 Presidents Meeting.  
  

 



Tennessee Secretary of State
CERTIFICATE OF RECORDS DESTRUCTION

Agency/Division: _______________________________________________ Allotment Code: ________________________________________________

Address/Location: ______________________________________________ Cost/Index Code: ________________________________________________
Send to: Public Records Commission

_______________________________________________________________ c/o Records Management Division
Tennessee Secretary of State
312 Rosa L. Parks Avenue, Snodgrass Tower, 8th Floor
 Nashville, TN 37243

RECORDS DISPOSED

RECORD SERIES RELATED DATE RANGE OF
TITLE AND DESCRIPTION RDA NUMBER RECORDS DESTROYED VOLUME

FROM THRU
(MM/YY) (MM/YY)

CERTIFICATION OF DESTRUCTION

ON ____________________________________destruction of above records was made in accordance and authorized by the Tennessee Code Annotated

Section 10-7-509 (a) and (b) by means of: � PURGING    � SHREDDING    � RECYCLING    � OTHER (specify): _______________________________________

____________________________________________________________________ _______________________________________
Signature Title Date

GS-0989 (Rev. 6/11) RDA SW05
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Exhibit 2: RDA 10152 Retention Schedule  

TYPE OF RECORD RETENTION PERIOD 

Veterans Records:  

Veterans Administration Certifications/Individual Folders File 

includes recruitment material (for those who do not enter whether 

accepted or rejected); previous education (transcripts from other 

colleges); evidence of formal admission (acceptance letters); grade 

reports and/or statements of progress (academic records); change of 

course forms; transfer credit evaluations; degree audit reports; tuition and 

fees charged and collected. 

3 years after graduation 

or date of last term 

attended 

Withdrawal Authorizations 3 years after graduation 

or date of last 

attendance 

Academic Action Authorizations (Dismissal, etc.) 5 years after graduation 

or date of last 

attendance 

Acceptance Letters 5 years after graduation 

or date of last 

attendance 

Name Change Authorizations 5 years after graduation 

or date of last 

attendance 

Correspondence, Relevant 5 years after graduation 

or date of last 

attendance 

Residence Classification Forms 5 years after graduation 

or date of last 

attendance 

Curriculum Change Authorizations 5 years after graduation 

or date of last 

attendance 
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TYPE OF RECORD RETENTION PERIOD 

Degree Audit Records, Reports 5 years after graduation 

or date of last 

attendance 

Entrance Examinations Reports (ACT, CEEB) 5 years after graduation 

or date of last 

attendance 

Transcripts - High schools, other colleges 5 years after graduation 

or date of last 

attendance 

Foreign Student Forms (I-20) 5 years after graduation 

or date of last 

attendance 

Graduation Authorizations 5 years after graduation 

or date of last 

attendance 

Advance Placement Records 

Information regarding students' high school advance placement scores 

5 years after graduation 

or date of last 

attendance 

Applications for Admission or Readmission (Re-entry) 5 years after graduation 

or date of last 

attendance 

Credit by Examination Forms 5 years after graduation 

or date of last 

attendance 

Placement Records 

The records of job placement subsequent to attendance, graduation, 

receipt of certificate, etc. 

5 years after graduation 

or date of last 

attendance 

Transfer Credit Evaluations 5 years after graduation 

or date of last 

attendance 
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TYPE OF RECORD RETENTION PERIOD 

Student Ledger Cards/ Student Registration System Receipts 5 years after account is 
paid in full; permanently 
if not paid in full 

Tuition and Fee Charges, Assessed and Paid 5 years after date of 
charge 

 

AAPP Scan sheets and Essay Booklets (hard copy) 5 years after date of test 

Examination Papers and Answer Sheets Must be retained one 

year after graduation of 

student whose grade 

has been appealed 

Athletic Department Files 5 Years  

Campus Health Clinic Records 5 Years 

  

  

  

  

  

  

  

  

  

  



G-070 Records Retention and Disposal of Records 

Guideline Area  

General Guidelines 
Applicable Divisions 

TCATs, Community Colleges, Universities, System Office 
Purpose 

These This guidelines sets forth the records retention schedule and procedures for 

disposal of institutional records for the System Office and all institutions governed by 

the Tennessee Board of Regents. 

Definitions 

Tennessee Public Records Commission Rule 1210-1-2, Definitions, controls. 

 Records – Records shall mean all documents, books, papers, letters, maps, books, 

photographs, microfilms, electronic data processing files and output, electronic mail 

messages, maps, photographs, films, microfilm, imaged copy, electronic data 

processing files and output, sound recordings or other materials regardless of 

physical form or characteristics made or received pursuant to law or ordinance or in 

connection with the transaction of official business by any governmental agency. For 

the purpose of this guideline, records are only those items defined as such by 

the Commission rules. 

 Permanent Records – Those records which have permanent administrative, 

fiscal, historical or legal value. 

 Temporary Records – Those records or materials which can be disposed of in a 

short period of time as being without value in documenting the functions of an 

agency. Temporary records will be scheduled for disposal by requesting 

approval from the Public Records Commission utilizing a Records Disposition 

Authorization. 



 Confidential Public Record - Any public record which has been designated 

confidential by statute and includes information or matters or records 

considered to be privileged and any aspect of which access by the general 

public has been generally denied.  

 Records of Archival Value - Any public record which may promote or contribute 

toward the preservation and understanding of historical, cultural, or natural 

resources of the State of Tennessee. 

 Essential Records - Any public records essential to the resumption or 

continuation of operations, to the recreation of the legal and financial status of 

government in the state or to the protection and fulfillment of obligations to 

citizens of the state. 

 Agency - Agency shall mean any department, division, board, bureau, 

commission or other separate legislative branch and the judicial branch to the 

extent that it is constitutionally permissible. 

 Records Management - Records management shall mean the application of 

management techniques to the creation, utilization, maintenance, retention, 

preservation, and disposal of records in order to reduce costs and improve 

efficiency of record keeping. It shall include records retention schedule 

development, essential records protection, files management and information 

retrieval systems, microfilm information systems, correspondence and word 

processing management, records center, forms management, analysis and 

design, and reports and publications management. 

 Disposition - The preservation of the original records in whole or in part, 

preservation by photographic or other reproduction processes, or outright 

destruction of the records. 

 Records Disposition Authorization - Records Disposition Authorization (RDA) 

shall mean the official document utilized by an agency head to request authority 

for the disposition of records. The Public Records Commission shall determine 



and order the proper disposition of state records through the approval of 

Records Disposition Authorizations. 

 Non-record - Those documents which do not document the activities of an agency: 

i.e. extra copies of documents kept for convenience or reference; stock supplies of 

publications; extra copies of circulated materials where follow-up copies are kept for 

the record; reading files; follow-up correspondence copies; identical or carbon copies 

kept in the same file; draft copies or work copies of documents when the final version 

is complete; letters of transmittal which add nothing to the transmitted information; 

inter-office memoranda; shorthand notes, steno type tapes or sound recordings after 

they have been transcribed; and internal housekeeping materials such as intra-office 

memos, routing slips, telephone call slips, and computer edit error listings after the 

corrections are made; library or museum material which is for reference or exhibition; 

private materials neither made nor received by an institution staff member in 

connection with the transaction of official business. As non-records, the above-

mentioned items are excluded from the record retention and disposal requirements. 

 Permanent Records - Those records or materials which have permanent 

administrative, physical, historical or legal value. 

 Working Papers - Those records or materials created to serve as interim documents 

or inputs to for final reporting documents, including electronic data processed 

records, and/or computer output microfilm, and those records which become 

obsolete immediately after agency use or publication. and are not classified as being 

a permanent record, or record of archival value. 

 Records Creation – The recording of information on paper, printed forms, 

punched cards, tape, disk, or any information transmitting media. It shall 

include preparation of forms, reports, state publications, and correspondence. 

Guideline 

I. Disposal of Records Introduction 



A.  Disposal of records must be approved by the State Public Records Commission (PRC). No 
records, paper, electronic, or other media may be destroyed unless and until meeting the criteria 
of this guideline and PRC rules. 
 
B.  Unless specified otherwise, or otherwise required by law, records may be imaged, 
microfilmed, or electronically reproduced and the paper copy destroyed upon verification of an 
archival quality reproduction. The microfilm, image, or electronic record will then be retained for 
the balance of the indicated retention period. 
 
C.  No record shall be destroyed, however, so long as it pertains to any pending legal case, claim, 
or action; or to any federal or state audit until such actions have been concluded. 
 

1. State records have been approved for disposal by state-approved methods: 
 
a. Shredding 
b. Burning 
c. Deletion from the system (electronic) 
 

2. Any record designated "confidential" shall be so treated by agencies in the maintenance, 
storage and disposition of such confidential records. These records shall be destroyed in 
such a manner that they cannot be read, interpreted or reconstructed. 

 
D.  Unless specifically approved by the System Office or Institution Records Officer, any records 
which reflect "Permanent" retention should be maintained by means other than paper after 
verification of an archival quality electronic reproduction. After verification, the paper copies will 
be destroyed. 
 
E.  Actions by the State Commission shall be communicated to all campus Records Officers 
through the System Office. 

 
II.   Records Officers 
 

A.  Records Officers have the authority and responsibility to retain and dispose of records in 
accordance with approved records disposition authorizations. 
 
B.  Prior to the destruction of any records, the Records Officer must determine if the action 
should be delayed due to audit or litigation requirements.  
 
C.  Specific records pertaining to current or pending litigation or investigation must be retained 
until all questions are resolved. These specific records can be retained in a suspense file, while 
all other records not under pending investigation shall be disposed of in accordance with 
established Statewide and TBR Records Disposition Authorizations (RDAs). 
 
D. Records Officers should establish and apply retention schedules for records in their custody 
that may not be specifically addressed in this guideline. 

 
III.   Certificate of Destruction 
 

A. Records Management Division has authorized the implementation and utilization of the 
Certificate of Destruction form (see Exhibit 1) in order to better track the volume of records 
destroyed and to insure that records have met the criteria necessary for destruction. 
 
B.  Certificate of Destruction forms must be used when destroying public or confidential records 
that are not destroyed during the annual Operation Roundfile campaign – an initiative through 
Executive Order 38 to purge out-of-date documents and/or records on an annual basis. 

 



IV.   Records Retention Schedules 
 

A.  The Tennessee Board of Regents adheres to Statewide and TBR Records Destruction 
Authorization (RDA) Classifications. 
 
B.  Notwithstanding the retention period stated herein, should such periods conflict with federal 
or state law or regulation, the period of longer retention shall apply. 
 
C. Access the appropriate retention schedule by clicking on the RDA number in Sections V. 

and VI. below. 
 

V. Statewide RDA’s:  
 

A.  SW01: Accounting Journal Vouchers & Deposit Slips 
Documents relating to Accounts Receivables and Deposits with Supporting Documentation. 
EXAMPLES: AG – Agency Only Approval Journals, AL – Allocation Process, AM ‐ Assets 
Management, AP ‐ Accounts Payable, AR ‐ Accounts Receivable, BA ‐ Balances from STARS, 
BI ‐ Billing, CL ‐ Closing Process, CM ‐ Cash Management, CN ‐ Contracts, DA ‐ Division of 
Accounts Approval, EX ‐ External Application, FM ‐ Fleet Management, GM ‐ Grants, IN ‐ 
Inventory, IU ‐ Inter‐Unit Transaction, JV ‐ Online Journal Voucher, KK ‐ Commitment Control 
Journals, LA ‐ Accrued Liabilities, LM ‐ Enterprise Learning Management, MU ‐ Multi‐Unit 
Transactions, PM ‐ Plant Management, PR ‐ Project Closing, PY ‐ Payroll, RA Accrued 
Revenue, RV ‐ PS exp to STARS, TR ‐ Transactions from STARS, TV ‐ Travel (Expenses), YA ‐ 
Year End Adjustments This RDA is not applicable for the Division of Accounts, Dept. of 
Finance and Administration. 

 
B.  SW02: Accounting Reports 
 Documents relating to monthly accounting reports. This series also includes Accounting 

Reports from Edison, Banner, or the STARS System. 
 
C.  SW03: Human Resources Employee Information Documents 
 Documents pertaining to office personnel locator information, supervisory/employee 

information, and separated employee records. Examples: Cards or sheets showing name, 
address, telephone number, and similar data for each office employee; printouts. 

   
D.  SW04: Employee Medical Records 
 Documents relating to confidential employee medical records. Examples: Documentation of 

physicals and health status, Alcoholics Anonymous treatment statement, drug related 
treatment, injured in the line of duty and workers' compensation claims. 

  
E.  SW06: Boards & Commissions Documents 
     Documents or recordings related to meetings of Boards, Commissions, Councils, and 

Committees. Records included are minutes/accounts of proceeding actions taken, agenda, 
copies of reports, exhibits, and announcements. Also documents relating to all responsibility 
of agency heads, such as correspondence or memos to internal personnel, officials of other 
state agencies (including the governor and General Assembly) federal officials, local officials 
and the general public. Included are: special studies, reports and working papers prepared 
by the executive staff, policy and procedure manuals , current & obsolete directives (except 
Executive Orders), and similar related materials. 

   
F.  SW07: Travel Authorization Files 

Documents relating to requests and authorizations for in‐state and out‐of‐state travel and          
related correspondence, including cost estimates for travel. 
 

G. SW08: Commissioner’s Subject Files 



For purposes of TBR Guideline G-070, “Commissioner” means “Chief Executive”, which 
includes Chancellor, President, and Director. “Executive Staff” means all persons employed 
at the Vice Chancellor, Vice President, and Assistant Director level. 
Documents relating to all areas of the Chancellor and his/her executive staff in the 
transaction of official business. Examples: Correspondence and memorandums with internal 
personnel, officials of other state agencies (including the Governor and General Assembly) 
federal officials, local officials and the general public. Included are: special studies, reports 
and working papers prepared by the executive staff, policy and procedure manuals, current & 
obsolete directives, and similar related materials.  

H. SW09: Attendance and Leave Records
Documents relating to attendance and leave, including correspondence such as notice of 
holidays and hours worked. 

I. SW10: Real Property Lease Files
Documents relating to the lease space in which various state agencies and departments are 
housed. Examples: Space Action Request Form (FA‐0006), Request for Proposal (RFP), and 
related correspondence. 

J. SW11: Internal Audit Reports and Working Papers
Documents relating to internal audit reports and working papers generated by internal 
auditors to document investigations and/or audit reports conducted internally that are 
submitted to the commissioners, the Comptroller of the Treasury, and other parties. This 
RDA is not applicable to the Comptroller of the Treasury and its divisional offices.  

K. SW12: Contracts & Requests for Proposals (RFP’s)
Documents relating to contracts between state agencies and vendors. Records includes a 
copy of the final contract, Requests for Proposals (RFP)documents, Requests for Information 
(RFI) documents, bid evaluation documents, statements of work, deliverable documentation, 
change order documentation, correspondence, and other related documents. 

L. SW14: Discrimination Harassment Investigation Files
Documents relating to discrimination and workplace harassment investigations. Examples: 
investigation intake/referral, investigation memos, Equal Employment Opportunity 
Commission charges/documents, Tennessee Human Rights Commission 
charges/documents. 

M. SW15: Annual Report Working Papers
Working Paper documents relating to the annual reports prepared by all agencies. 

N. SW16: Temporary Records
"Temporary Records", is defined at T.C.A § 10‐7‐301 (13) as: "material which can be 
disposed of in a short period of time as being without value in documenting the function of 
an agency. Temporary records will be scheduled for disposal by requesting approval from 
the public records commission [PRC] utilizing a records disposition authorization [RDA]." 
These records are only considered records in that they are notes and/or communication 
media and may include correspondence below the Commissioner level, unless superseded 
by another RDA. Under no circumstance will documents of Fiscal, Legal, or Historic Value 
be considered Temporary Records. 

O. SW17: Working Papers
"Working Papers" is defined in T.C.A. § 10‐7‐301(14) as: "those records created to serve as 
input for final reporting documents, including electronic data processed records, and/or 
computer output microfilm, and those records which become obsolete immediately after 



agency use or publication." Working papers are used to produce a record in its final form. 
For the purpose of the RDA, working papers are those records that have no evidential or 
informational value once an action has been completed and do not relate to significant steps 
taken in preparing the final record. The record resulting from the working papers are then 
governed by its RDA. Working papers does not include records that have evidential or 
informational value that is needed to support the final record. Under no circumstance may 
documents of Fiscal, Legal, or Historic Value be considered Working Papers. This RDA does 
not apply to Annual Report (SA15), Budget (SW18), or Internal Audit (SW11) working papers. 
This RDA covers all other working papers unless superseded by another specific RDA. 

 
       P.  SW18: Budget Papers 

 Documents relating to budget working papers and budget requests. The records are 
documents used to assist the agency in the preparation of budgets and to justify requests to 
the Department of Finance and Administration as well as copies of official budget requests 
submitted to the Department of Finance and Administration for recommendations to be 
presented for final approval. Records include correspondence, instructions, tabulations, 
reports, cost estimates, budget request forms, program objectives, strategies, budget 
revisions and other related documents. 

 
Q. SW19: Active Employee Files 

 These files consist of Departmental Employee HR information and contains the following, 
but not limited to, documents: Personnel File Audit Checklist, Request for Personnel Action 
Form, Employment Application,W‐4 Form, Direct Deposit Authorization, Drug‐Free 
Workplace Policy, Memo for the Operation of Motor Vehicles by State Employees, 
Acceptable Use Policy Network Access Rights and Obligations User Agreement 
Acknowledgement, Performance Document‐Job Plan and Employee Insurance & Benefits 
File Audit Checklist. Records covered under SW03 Human Resources Employee Information 
Documents shall not be destroyed under this RDA.  

  
R. SW20: Fiscal Administrative Documents 

Files may include documents of Fiscal Value not covered by another Statewide RDA or 
Agency Specific RDA. (Examples: receipt documents, invoices, purchase orders, inventory 
records, payment documentation, space assignment documentation, warranties, internal 
bookkeeping documentation, & balance sheets) 

 
S. SW21: Grants 

 This RDA may apply to any Grant Files not covered by a specific RDA. Files included in this 
record series may include any documents pertaining to grants, such as applications, 
Contracts, Invoices, Asset Documentation, Monitoring Documentation, Evaluations, 
Photographs, Reports, Close‐out Documents and Correspondence. 

 
T. SW22: Internal Policies and Procedures     
 Official record copy of the policies, procedures or rules. One copy of the policy, procedure, 

or rule will be kept by the issuing entity for retention/reference. Records series will include 
interim policies, procedures, and rules as well. 

 
U. SW23: Credit Card and Purchasing Card (p-Card) Documents 

Documents relating to the issuing and use of state issued credit cards and Purchasing 
cards (p‐ Cards). Records series includes: new card application, cardholder agreement 
form, approver signed agreement form, account maintenance forms, training tests, Edison 
security form, transaction logs, exception logs, fiscal officer's memos, account statements, 
and receipts. 

 
V. SW25: Administrative Documents – Internal Policies and Procedures 

Documents that relate to the day‐to‐day administration of internal policies, procedures, and 
rules. Record series includes, but not limited to: employee agreement forms, security 



forms, databases, frequently asked questions, and related forms. (This does not include the 
official record copy of the policies, procedures or rules which is covered by SW22.) 

 
W. SW26: Incident Reports 
 Records of incidents/accidents occurring on State controlled property, involving state 

personnel or members of the general public or state owned materials. A copy of the 
incident reports involving injuries to state employees are to be included in the employee’s 
medical file and covered under SW04 Employee Medical Records. 

 
X. SW27: Request for Proposal Documents – Not Selected 
 Final submitted bid documents that were not awarded the contract. These fall under three 

(3) categories: Unsuccessful – bids met criteria but were not the best bid; Non-responsive – 
bids that did not follow directions and thus disqualified; and Rejected – bids that were not 
submitted by the set deadline for submission. 

 
Y. SW28: Employment Application – Not Selected Candidates 
 Application documents, hiring information, job registers, and resumes of candidates that 

were not selected for the position. Records include applications for full-time, part-time, 
temporary, and unpaid, such as internships. These fall under three (3) categories: 
Unsuccessful – applicant met criteria but were not hired; Non-responsive – applicants that 
did not submit required material or respond back to attempted communication; and 
Rejected – applications that were not submitted by the set deadline for submission or failed 
to meet minimum requirements. 

 
Z. SW29: Affirmative Action Compliance Records 
 Affirmative Action Program records and any supporting documentation related to 

recruitment, selection, and advancement of employees that may be used to show 
compliance with federal Affirmative Action rules and regulations. 

 
AA. 11068: State Owned Real Property 
 Records may include, but are not limited to: Warranty Deeds to and/or the State, Maps, 

Drawings, Plot Layouts, Premises Land Leases, Appraisals, Surveys, Environmental 
Assessments, Photographs, Financial Industry Regulatory Authority Web Site and any 
other documents chronicling the history, sale, or purchase of State owned property. 

 
VI.    TBR RDA’s: 
 

A. Student Records 
 

1. The Family Educational rights and Privacy Act of 1974, as amended (FERPA) specifically 
requires institutions to maintain records of requests and disclosures of personally 
identifiable information except for defined “directory information” and requests from 
students to review their own records.  

 
a. The records of disclosures and requests for disclosures are considered part of the 

students’ educational records; therefore, these records must be retained as long as 
the education records to which they refer are retained by the institution. 

 
b. FERPA requires that no record for which there is a pending request to review be 

destroyed. 
 
2. Student Miscellaneous Records: Records in this category are covered under SW16 

Temporary Records. These records include, but are not limited to; 
 

a. All records of applicants who do not enter an institution; 
 



b. The following records of applicants who enter an institution; 
 
(1)   Grade Reports (Registrar’s copies) 
(2)   Registration Forms 
(3)   Social Security Certificates 
(4)   Teacher Certifications (Institution only) 
(5)   Transcript Requests (student) 
(6)   Audit Authorizations 
(7)   Pass/Fail Requests 
(8)   Changes of Course (add/drop) 
(9)   Credit/No Credit Approvals 
(10) Enrollment Verifications (logs or lists) 
(11) Applications for Graduation 
(12) Examination Papers and Answer Sheets 
(13) Academic Advisor Files 
(14) Class Schedules (student), 
(15) Personal Data Information Forms 
(16) Letters of Recommendation 
(17) Student Disciplinary Files (for matters resulting in a finding of no violations(s) 

 
3. 10152: Student Information Records: RDA Revision Pending with retention date of 5 

years. Current Retention: Varies. Follow schedule listed on Exhibit 2.  
 
4. New RDA Pending: Student Education Record. Current Retention: Permanent. 
 

a. These files include, but are not limited to; 
 

(1) Academic Records (includes Narrative Evaluations, Competency Assessments); 
(2) Change of Grade Records; 
(3) Financial Aid Transcripts; 
(4) Class Lists (original grade sheets or cards); 
(5) Permanent Student Cards; 
(6) Statistical Data (enrollment, grades, racial/ethnic, degree)  
(7) Student Disciplinary Files resulting in Expulsion or Suspension. 
(8) Student Athletic Files including NCAA/NJCAA eligibility, and related files. Added 
here 

 
B. 10149: Alumni Development Files/Donor Gifts and Contributions/Endowment and Living 

Trust Agreements – Current Retention: Permanent. Revision Pending. 
 

1. These records include, but are not limited to; 
 

a. Alumni Development Files - Current and historical data including alumni information, 
solicitation, pledge and contributions data, and all related documents. 
 

b. Donor Gifts and Contributions - Donor Recognition Committee, Donor Director of 
Private Giving, Fund Raising Report, Philanthropy Awards, and all related documents. 
 

c. Endowment and Living Trust Agreements, and all related documents. 
 
C. New RDA Pending: Trademark, Copyright, and Patent Records; Printed Materials and 

Publications – Permanent 
 

1. These records include, but are not limited to; 
 



a. Trademark, Copyright, and Patent Records – Forms, documents and materials relating 
to applications for and granting of trademarks, copyrights and patents. 

 
b. Printed Materials and Publications – Items which have permanent administrative, 

physical, historical or legal value, such as: Class schedules (institutional), Graduation 
Lists, Commencement Program (1 copy), institution catalogs, brochures, etc. 

 
(1) Retain 2 copies in institution library archive. 

A. Disposal of institutional records must be approved by the State Public Records 

Commission. 

1. No records may be destroyed unless and until provided below. 

2. Unless specified otherwise, or otherwise required by law, records may be 

imaged, microfilmed, or electronically reproduced and the paper copy 

destroyed upon verification of an archival quality reproduction. 

3. The microfilm, image, or electronic record will then be retained for the balance 

of the indicated retention period. 

B. The following record series have been approved for disposal by state-approved 

methods: shredding or burning. 

1. No record shall be destroyed, however, so long as it pertains to any pending 

legal case, claim or action or to any federal or state audit until such actions 

have been concluded. 

2. Records which reflect "Permanent" retention may be destroyed after 

verification of an archival quality electronic reproduction. 

3. Actions by the State Commission shall be communicated to all campus 

records officers through the Board staff. 

C. Institutional Records Officers have the authority and responsibility to dispose of 

records in accordance with approved records disposition authorizations. 

1. Prior to the destruction of any records, the Records Officer must determine if 

the action should be delayed due to audit or litigation requirements. 

2. Specific records pertaining to current or pending litigation or investigation must 

also be retained until all questions are resolved. 



3. These specific records can be retained in a suspense file, while all other 

records not under pending investigation should be disposed of in accordance 

with established RDAs. 

D. The public Records Commission has authorized the implementation and 

utilization of the Certificate of Destruction form (see Exhibit 1) in order to better 

track the volume of records destroyed and to insure that records have met the 

criteria necessary for destruction. 

1. Institutions need to complete a Certificate of Destruction form when destroying 

public or confidential records that are not destroyed during the annual 

Operation Roundfile campaign – an initiative through Executive Order 38 to 

purge out-of-date documents on an annual basis. 

II. Records Retention Schedules 

A. Notwithstanding the retention period stated herein, should such periods conflict 

with federal law, the period of longer retention shall apply. 

1. Business Records 

a. NOTE: Business records must be retained the indicated number of years 

listed below. In addition, prior to disposal or destruction, these business 

records must have been subjected to the completion of an annual or bi-

annual audit conducted by the State Audit Division of the Comptroller's 

Office as required in T.C.A. § 4-3-304. Internal audit reports and work 

papers must be retained either 5 years or through 2 audits. "Completion" 

includes the issuance of the final audit report and the resolution of any 

audit exceptions or questions arising from the audit. 

TYPE OF RECORD RETENTION PERI

Capital Outlay Requisitions 3 years 

Capital Outlay Purchase Orders 
Closed capital outlay purchase order files 

3 years 



TYPE OF RECORD RETENTION PERI

Requisition for Local Purchase 3 years 

Requisition for Bids 3 years 

Budget Records and Ledgers (Working Papers) 
Budget working papers which are prepared at each institution during the 
budget process 

3 years 

Travel Claims 
Claims for travel expenses filed for reimbursement 

3 years 

Purchase Orders 3 years 

Petty Cash Receipts 3 years 

Vocational Rehabilitation Authorizations 
Authorizations and invoices from the State Division of Vocational 
Rehabilitation for services to clients 

3 years and audit 

Equipment Inventory Records 3 years 

Grant Files 3 years after terminat

Disbursement Voucher Files 
Disbursement vouchers and supporting documents, such as vendor 
invoices, purchase orders and related correspondence, travel requests 
and authorizations 

3 years 

Motor Vehicle Operations Files 
Applications for title, registration, invoices, etc., for institution-owned 
vehicles 

3 years 

Internal Audit Reports 5 years or two audits 

Internal Audit Work Papers 5 years or two audits 

Accounts Receivable 
Invoices billing individuals and organizations for accounts receivable 

5 years 

Bank Deposit Slips 5 years 

University Operating Funds Receipt Books and Other Pre-Numbered 
Receipts 

5 years 



TYPE OF RECORD RETENTION PERI

Payroll Records 
Payroll journals, transmittal sheets, etc. 

4 years 

Check Vouchers 5 years 

Fee Assessment Forms 5 years 

Vendor Files 5 years 

Bank Account Reconciliation 
Statements showing checks, other debits, deposits and credits to bank 
accounts 

5 years 

Canceled Checks 5 years 

Student Ledger Cards/ Student Registration System Receipts 5 years after account 
permanently if not pa

Tuition and Fee Charges, Assessed and Paid 5 years after date of c

Investment Records 
Includes records concerning LGIP accounts, certificates of deposit, 
records of interest and dividends earned 

5 years after maturity
investment 

Student Financial Aid Records 
1. Records pertaining to the application for and receipt and expenditure 
of federal funds, including all accounting records and original and 
supporting documents necessary to document how the funds are spent 
2. Records pertaining to specific award of financial aid 
3. Repayment Records 

A minimum of 3 year
by federal law.   See 
668.24. 

Contracts 6 years after either fin
or termination of con

Housing Contracts 6 years after final pay

Leases 6 years after terminat

Gift and Contribution Records 
Master listing of gifts and contributions 
Record of any stipulations placed on gift or contribution 
All other records 

Permanently 
Life of gift or contrib

General Ledger 20 years 



TYPE OF RECORD RETENTION PERI

Monthly Budget and Expenditure Report (if different than General 
Ledger) 

If kept in lieu of a gen
20 years 

Financial Reports Permanently 

2. Personnel Records 

TYPE OF RECORD RETENTION PERIOD 

Attendance and Leave Records, Employee Leave 
Requests, Attendance and Leave Reports 

Maintain by fiscal year (current leave balances 
constantly maintained); hold for 3 years after cu
completed audit when required 

Personnel Files 
Official personnel folders for each employee of 
the Tennessee Board of Regents or its institutions. 

Maintain in active files for current employees. M
microfilm, or electronically reproduce active fil
upon separation from state government, the doc
be imaged, microfilmed, or electronically repro
Destroy paper records after verification of repro
Retain reproduced copy for 75 years, then destr

Daily Work Report Files 
This record serves as a work sheet for the 
attendance and leave record. It serves as a record 
of daily attendance, hours worked and leave 
taken. Included are forms giving name of 
employee, time signed in and out, hours worked, 
signature of employee, etc. 

Maintain in file on annual basis; destroy after m
years 

Pledge Cards for Charity Drives 
Records consist of payroll deduction 
authorizations for the State Employee Charity 
Fund and similar campaigns 

Destroy after 1 year and audit 

Employee Insurance Files 
Records consist of signed copies of group welfare 
program and similar forms indicating type 
coverage selected, signed application for health 
insurance and similar or related forms 

Retain in active file until superseded by a new f
time original authorization will be placed in age
folder or attached to the new authorization. Upo
of employment, place in agency employee perso
etc. 

U.S. Savings Bond Payroll Savings Authorization 
Form used to authorize payroll deduction for 

Retain in active file until superseded by a new f
time original authorization will be either replace
personnel folder or attached to the new authoriz



TYPE OF RECORD RETENTION PERIOD 

savings bonds, showing beneficiary and owner's 
name, address, and social security number. 

termination of employment, place in agency em
personnel folder. 

Applications for Employment 
Applications and resumes submitted in response 
to an advertised position. 

2 years after date of last action on an application

Unsolicited Applications 
Employment applications and resumes 
gratuitously submitted. 

May be disposed of immediately 

Affirmative Action Records 
Composite information relating to applicant flow 
logs, applicant statistics, wage data, and 
information concerning adverse impact, 
affirmative action compliance program, etc. 

5 years 

I-9 Employment Eligibility verification forms 3 years after date of hire or one year after date o
whichever is later 

3. Student Records 

a. The Family Educational Rights and Privacy Act of 1974, as 

amended (FERPA) specifically requires institutions to maintain records of 

requests and disclosures of personally identifiable information except for 

defined "directory information" and requests from students to review their 

own records. 

1. The records of disclosures and requests for 

disclosures are considered part of the students' educational records; 

therefore, these records must be retained as long as the education 

records to which they refer are retained by the institution. 

b. Additionally, FERPA requires that no record for which there is 

a pending request to review be destroyed. 



c. Admission data, documents for applicants who do not enter 

whether accepted or rejected: 

 

TYPE OF RECORD RETENTION PERIOD 

Acceptance Letters 1 year after application term 

Advanced Placement Records 1 year after application term 

Applications for Admission 1 year after application term 

Correspondence 1 year after application term 

Entrance Exam Reports 
(ACT, CEEB) 

1 year after application term 

Letters of Recommendation 1 year after application term 

Transcripts 
High school, other colleges or universities 

1 year after application term 

Medical Records 1 year after application term 

Readmission Forms 1 year after application term 

d. The remainder of the retention guidelines for student records 

pertains to applicants who enter the institution. 

TYPE OF RECORD RETENTION PERI

Grade Reports (Registrar's copies) 1 year after date distr

Registration Forms 1 year after date subm

Social Security Certificates 1 year after certified 

Teacher Certifications 1 year after certified 

Transcript Requests (student) 1 year after date requ

Audit Authorizations 1 year after date subm



TYPE OF RECORD RETENTION PERI

Pass/Fail Requests 1 year after date subm

Changes of Course (add/drop) 1 year after date subm

Credit/No Credit Approvals 1 year after date subm

Enrollment Verifications, Logs or Lists 1 year after date subm

AAPP Scan Sheets and Essay Booklets (Hard Copy) 5 years after date of t

Applications for Graduation 1 year after graduatio
after date of last atten

Examination Papers and Answer Sheets Must be retained one
date of last attendanc
after date of graduati
whose grade has been

Academic Advisor Files 1 year after graduatio
after end of advisor s
whichever occurs firs

Class Schedules (Students) 1 year after graduatio
after date of last atten

Personal Data Information Forms 1 year after graduatio
after date of last atten

Judicial Board Cases/Student Disciplinary Files 
For matters resulting in expulsion or suspension 
For matters resulting in a finding of no violation(s) 

Permanent 
 
At conclusion of disc
process 

All other matters 1 year after graduatio
after date of action 

Veterans Administration Certifications/Individual Folders File 
includes recruitment material (for those who do not enter whether 
accepted or rejected); previous education (transcripts from other 
colleges); evidence of formal admission (acceptance letters); grade 
reports and/or statements of progress (academic records); change of 
course forms; transfer credit evaluations; degree audit reports; tuition 
and fees charged and collected. 

3 years after graduati
last term attended 



TYPE OF RECORD RETENTION PERI

Withdrawal Authorizations 3 years after graduati
last attendance 

Academic Action Authorizations (Dismissal, etc.) 5 years after graduati
last attendance 

Acceptance Letters 5 years after graduati
last attendance 

Name Change Authorizations 5 years after graduati
last attendance 

Correspondence, Relevant 5 years after graduati
last attendance 

Residence Classification Forms 5 years after graduati
last attendance 

Curriculum Change Authorizations 5 years after graduati
last attendance 

Degree Audit Records, Reports 5 years after graduati
last attendance 

Entrance Examinations Reports (ACT, CEEB) 5 years after graduati
last attendance 

Transcripts - High schools, other colleges 5 years after graduati
last attendance 

Foreign Student Forms (I-20) 5 years after graduati
last attendance 

Graduation Authorizations 5 years after graduati
last attendance 

Advance Placement Records 
Information regarding students' high school advance placement scores 

5 years after graduati
last attendance 

Applications for Admission or Readmission (Re-entry) 5 years after graduati
last attendance 

Credit by Examination Forms 5 years after graduati
last attendance 



TYPE OF RECORD RETENTION PERI

Placement Records 
Records of job placement subsequent to attendance, graduation, receipt 
of certificate, etc. 

5 years after graduati
last attendance 

Letters of Recommendation Upon admission of th

Student Waivers for Right of Access to Review Letters of 
Recommendation for Admission 

Retain until the admi
and recommendation
disposed. 

Transfer Credit Evaluations 5 years after graduati
last attendance 

Academic Records 
Includes Narrative Evaluations, Competency Assessments, etc. 

Permanently 

Change of Grade Forms (Update Forms) Permanently 

Class Lists (Original Grade Sheets or Cards) Permanently 

Graduation Lists Permanently 

Permanent Student Cards Permanently 

Statistical Data – Enrollment, Grades, Racial/Ethnic, Degree, Schedule 
of Classes (Institutional) 

Permanently 

Commencement Program Retain 1 copy perma

4. Miscellaneous 

TYPE OF RECORD RETENTION PERIOD 

Correspondence Files 1 year 

Deeds Permanently 

Endowment and Living Trust Agreements Permanently 

Minutes of Board and Committees 
Documents relating to the holding of meetings and recording of 
proceedings of meetings of the Board of Regents and its official 
commissions, councils, sub-councils, and committees. 

Permanently 



TYPE OF RECORD RETENTION PERIOD 

Included are accounts (either verbatim or in summary) of 
proceedings; actions taken in such meetings, agenda; copies of 
reports; exhibits; announcements; retained in Office of General 
Counsel 

Printed Materials and Publications 
Items which have permanent administrative, physical, historical 
or legal value, such as: Class schedules (institutional), institution 
catalogs, brochures, etc. 

Retain 2 copies permanently in 
institution/center library archive 

Medical X-Rays 4 years, provided the written and
findings of a radiologist who has
ray film shall be retained for 10 y
treatment of patient 

Medical Case Records Retain entire record for 10 years 
leaves institution. Retain 10 year
treatment of member of institutio

Litigation Files 
Institutional Files - Supporting records utilized in litigation 
System Office Files - Pleadings and other supporting documents 

 3 years after conclusion of litiga
appeal 
5 years after conclusion of litigat
appeal 

Interlibrary Loan Forms Maintain by calendar year and ho
additional year 

Motor Vehicle Registration 
Registration forms for campus parking permits 

 
Retain during current academic y
destroy once invalid 

Reference Paper Files 
Records consist of documents used to facilitate, control, or 
supervise the performance of a specific function, process or 
action - not the official record copies necessary to document 
function, process or action. Do not use this number for working 
papers, investigations and similar working papers which are 
required by operating procedures, state or federal regulations 
and/or to be retained for a stipulated period of time. 
1. Notes, drafts, feeder reports, news clippings, similar working 
papers and other materials accumulated for preparation of a 
communications, study, a survey, an inspection or other action. 
This definition does not include official and quasiofficial 
recommendations, coordinating actions and other documents 

 
 
 
 
  
 
1. Terminate files upon completi
communication, study, survey, in
other action 
 
 
 
2. Destroy when no longer neede



TYPE OF RECORD RETENTION PERIOD 

which contribute or result from preparation of the 
communication or other record. 
2. Cards, listings, indexes, and similar documents used for 
facilitating and 
controlling work. Do not destroy cards, listings, and indexes and 
similar documents which provide access to the original 
documents. 
3. Technical documents, plans, and similar reproduced materials 
which do not fall in the description of reference or technical 
publications. This does not apply to the record copy generally 
maintained by the initiating office. 
4. Documents received for general information purposes that 
require no action and are not required for documentation of 
specific functions. 
5. Extra copies maintained by action office which reflect actions 
taken. Such files should not be established unless absolutely 
necessary. 
6. Copies of documents maintained by supervisory offices, such 
as commissioners, chiefs of divisions, sections, etc. These 
records duplicate the records filed elsewhere within the 
organization. 

or control work 3. Destroy when
obsolete or no longer needed for 
Destroy after 1 year or when no 
for reference. 5. 1 year 6. 1 year 

Copyrights and Patents 
Forms, documents and materials relating to applications for and 
granting of copyrights and patents 

Permanently 

JTPA Records 
All records concerning the Job Partnership Training Program 
including participant records 

Retain 3 years following the date
annual expenditure report contain
expenditures charged to such pro
allotment is submitted to the Dep
Labor 

Accreditation Records Until superseded 

5. Office General Administrative Files 

TYPE OF RECORD RETENTION PERIOD 

Suspense files, papers arranged in chronological order as a reminder 
that action is required on a given date. 
A note or reminder to submit a report or take some other action 
The file copy or extra copy of an outgoing communication 

Destroy when action is take
from suspense file when rep
If extra copy, destroy; if rec



TYPE OF RECORD RETENTION PERIOD 

An incoming communication filed by date on which action is 
expected. 

in proper file. Remove from
action is to be taken. 

Office General Management Files. Included are: 
Correspondence concerning hours of work and additional duties 
Correspondence concerning participation in Public 
Relations/information activities, such as open house programs and 
special events. (This does not normally apply to news releases, 
project files on conferences, seminars, open house programs, etc., 
accumulated by Agency Information directors or agency offices 
performing similar functions.) 
Correspondence pertaining to security within the office. 
Correspondence relating to office participation in charity drives and 
blood donations. 
Correspondence relating to parking, traffic, and related protective 
services. 
Documents relating to safety within the office. 
Other documents similar to the above categories that do not pertain to 
the official functional files of the office. 

Destroy after 1 year 
Destroy after 1 year 
 
Destroy after 1 year 
Destroy after 1 year 
Destroy after 1 year 
Destroy after 1 year 
Destroy after 1 year 

Housekeeping Instruction Files. 
Documents relating to the preparation and issue of office 
memorandums, numbered and unnumbered, or comparable 
continuing instructions that apply only to internal administrative 
practices and housekeeping details within the preparing office. 
Included are copies of the instructions and communications related to 
them. 

Destroy when superseded by
instructions or when obsolet

Office Organization Files. 
Documents relating to the organization and function of an office, such 
as copies of documents which are duplicated in other offices 
responsible for the organization and functions of state government. 
Included are: 
Copies of functional charts and functional statements, copies of 
documents relating to office staffing and personnel strength. 
Documents reflecting minor changes in the organization which are 
made by the head of the office and which do not require 
commissioner approval. 

Destroy when superseded, o
longer needed for reference

Records Access File. 
Correspondence or listings received by or prepared by an office, 
giving name and other identification of individuals authorized access 
to office records, particularly confidential records. 

Destroy when superseded, o
longer    needed for referenc



TYPE OF RECORD RETENTION PERIOD 

Office Record Transmittal Files. 
Copies of records, transmittal forms showing files transferred to the 
State Records Center for State Archives. 

Destroy when records listed
been destroyed. For perman
and records transferred to th
Archives retain indefinitely 

Office Financial Files. 
Documents that relate to the participation of offices in matters that 
concern the expenditure of funds, such as cost estimates for travel, 
correspondence with budget offices, funds for long distance telephone 
calls, receipts for bonds and checks, or comparable documents 
affecting funds. This authorization does not apply to Finance and 
Budget Offices that accumulate similar files in the performance of 
mission functions. 

Destroy after 1 year 

Office Property Record Files 
Cards, lists, receipts, or comparable documents showing accountable 
property charged to an office. 

Destroy when superseded, o
upon turn-in of property 

Office Space Assignment Record Files 
Documents reflecting administrative space assigned to an office. 

Destroy when superseded or

Office Service and Supply Files 
Documents relating to supply and equipment used by an office; office 
space and utilities, communications, transportation requests, custodial 
or other services required by an office; and to the general 
maintenance of an office. Included are: 
Requests for supplies, receipts for supplies and equipment, and 
similar matters 
Requests and other documents concerning issue of keys and/or locks 
to an office 
Requests for publications and blank forms and other papers relating 
to the supply and distribution of publications to the office 
Documents relating to local transportation 
Documents relating to custodial services required by an office 
Requests for installation of telephones, floor plans showing location 
of offices, telephone extensions, requests for changes to telephone 
directories, and similar papers 
Documents relating to modification repair, or change to office 
heating, lighting, ventilation, cooling, electrical, and plumbing 
systems. 
Documents relating to painting, partitioning, repairing, or other 
aspects of maintaining the office physical structure. 
Documents relating to other logistical services required by or 
provided to an office. 

Destroy 1 year after comple



TYPE OF RECORD RETENTION PERIOD 

Office Management System Files. 
Documents related to the use and approval of a micromation system, 
an automated filing system, or similar systems. 

Destroy when system is no l
effect 

6. Office Personnel Files 

TYPE OF RECORD RETENTION PERIOD 

Office General Personnel Files 
Documents that relate to the day-to-day administration of personnel in 
individual offices. Included are notices of holidays and hours worked; 
notices about participation in athletic events and employee unions; 
notifications and lists of employees to receive State medical services, 
including X-rays and immunizations; notices and lists of individuals to 
receive training; and comparable or related papers. 

Destroy after 1 year 

Office Personnel Locator Files 
Cards or sheets showing name, address, and telephone number and 
similar data for each office employee. 

Destroy on transfer or sep
individual 

Employee Record Files 
Printouts or cards that provide complete information on employees, 
positions, strength authorizations and actions in process. 

Forward to gaining organi
transfer within state gover
in Supervisor/Agency Em
Personnel Folder upon sep

Job Description Files 
Supervisor's copies of official job descriptions 

Destroy on abolishment o
super-sessions of job desc
when no longer needed fo

Supervisory/Agency Employee Information Files 
Documents pertaining to the administration of individual employees 
which are duplicated in, or which are not appropriate for inclusion in 
the official Personnel Folder filed in the Job Description File, or similar 
official personnel records. 
Included are: 
Copies of performance appraisals 
Approval for off-duty employment 
Papers relating to individual injuries 
Letters of commendation and appreciation 
Documents reflecting assigned responsibilities of individuals 
Records showing training received by individuals 
Copy of PNF 201 Forms 

Review at end of each cal
destroy documents which 
superseded or are no long
For separated employees, 
active file and destroy 3 y
termination 



7. Office Reference Files 

TYPE OF RECORD RETENTION PERIOD  

Reference Publication Files 
Copies of publications, such as catalogs, brochures, and manuals 
issued by any element of state government, other states, US 
Government agencies and private concerns maintained for reference 
within an office. 

Destroy when superseded, o
longer needed for reference
are on property records will
supply. 

Technical Material Reference Files 
Copies of technical materials, such as transparencies, charts, sound 
recordings, motion picture, and still photographs maintained for 
reference purposes. 

Destroy when superseded, o
maps, no longer needed for 

Reading Files 
Extra copies of outgoing communications, arranged chronologically, 
and maintained as a cross reference file or for periodic review by staff 
members. 

Destroy after 1 year 

Policy and Precedent Files 
Extra copies of documents establishing policy or precedent for future 
and continuing action. (This does not include the official record 
copies of policy and precedent documents, which are usually filed in 
other subject or functional files in an office.) 

Destroy when superseded, o
longer needed for reference 

Travel Authorization Files 
Copies of request and authorization for in-state and out-of-state travel 
and related correspondence 

Destroy after 1 year 

 

Exhibits 

 Exhibit 1 - Certificate of Destruction (pdf /57.19 KB) 

 Exhibit 2 – RDA 10152 Retention Schedule 

Sources 

November 15, 1983 SBR Presidents Meeting; Revised July 1, 1984; Revised July 1, 

1985; Revised September 1, 1986; Approved May 14, 1991, Presidents Meeting and 



implemented August 6, 1993 after approval by State Records Commission; May 5, 1998, 

Presidents Meeting; May 21, 2002 Presidents Meeting; May 16, 2006 Presidents 

Meeting.  

 



 
 

PRESIDENTS QUARTERLY MEETING 
 
 

August 18, 2015 
 
 

 
 
 
DATE:   Presidents Meeting (August 18, 2015) 
    
AGENDA ITEM: Curriculum Alignment Update 
 
ACTION:  Information Purposes Only  
 
PRESENTER:  Dr. Treva Berryman  
 
 
BACKGROUND INFORMATION: 
 
Dr. Berryman will provide the presidents with a status update regarding the Curriculum 
Alignment initiative.  
 
 
 

 

 
 





















 
 

PRESIDENTS QUARTERLY MEETING 
 

DIRECTORS QUARTERLY MEETING (if applicable) 
 

August 18 and 19, 2015 
 
 

 
 
 
DATE:   Presidents Meeting (August 18, 2015) 
   Directors Meeting   (August 19, 2015) (if policy/guideline applicable)                                                    
 
 
AGENDA ITEM: iPad mini 2 lease fee proposal for fall 2016 
 
 
ACTION:  Develop proposal 
 
 
PRESENTER:  Dr. Robbie Melton and Dr. Janice Gilliam (Dale Sims presents to TBR) 
 
 
BACKGROUND INFORMATION: 
 
Develop a per semester lease fee proposal for an iPad for students to implement fall 2016 
 
iPad mini 2--require for full time students: $100 lease fee per semester--biannual fee for two 
years 
  $87 for 32GB iPad mini 2 with AppleCare 24/7 support 
 $5.50 for slim survivor case 
 $7.50 for self insurance (loss of device) 
 
At the end of two years, student continues to pay same fee, gets a new device, if still enrolled, 
or option to buyout 
 
Student saves 50% or more on etextbooks/open source instructional materials, enough to offset 
the cost of the device 
 
Transforms the learning environment 
 
 
 



 
 

 
 























































 
 

PRESIDENTS QUARTERLY MEETING 
 

DIRECTORS QUARTERLY MEETING 
 

August 18 and 19, 2015 
 
 

 
 
 
DATE:   Presidents Meeting (August 18, 2015) 
   Directors Meeting   (August 19, 2015)  
 
 
AGENDA ITEM: Recommended Revisions to Guideline B-070 – Deferred Payment Plan 
 
 
ACTION:  Requires Vote 
 
 
PRESENTER:  Dale Sims 
 
 
BACKGROUND INFORMATION: 
 
III. Payment Plan 
 

Added a second option where the balance after financial aid and discounts can be 
divided into four equal payments with the first payment due before the first day of class 
and the remaining payments due on the 30th of each subsequent month with the entire 
balance paid by the end of the semester.   
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Deferred Payment Plan: B-070  

 
Policy/Guideline Area 

Business and Finance Guidelines 

Applicable Divisions 

Community Colleges, Universities 

Purpose 

The purpose of the following guideline is to outline significant provisions for consistent administration 

of the deferred fee payment program at the four-year and two-year institutions governed by the 

Tennessee Board of Regents. The guideline is intended to serve as a reference document for 

institutional staff responsible for implementing and communicating deferred fee payment matters. 

Policy/Guideline 

I. General Provisions  

A. Each four-year and two-year institution is authorized to offer a deferred payment plan as 

provided in the Tennessee Board of Regents Policy on Payment of Student Fees and 

Enrollment of Students (No. 4:01:03:00). The deferred payment plan is available for regular 

academic terms, but not for summer or other short terms. 

II. Eligibility  

A. All students in good financial standing and with no outstanding account balances from 

previous terms are eligible to participate in the deferred payment program. 

Formatted: Different first page header
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B. Students who have failed to make timely payments in previous terms may be denied the 

right to participate in the deferred payment program in additional enrollment periods. 

C. Institutions may set minimum balances due for students to be eligible for deferred payment. 

III. Payment Terms  

A. All financial aid awarded by the institution, including student loans, must be applied toward 

payment of total fee balances before the deferred payment plan may be utilized. . Two 

options are available for the remaining balance after financial aid and discounts are 

applied. The institutionUniversities may elect to offer one or both of the following 

payment plans.  Community colleges will determine as a system which of the 

following plans to offer. 

A. Option 1 

1. At least 50% of the remaining balance after financial aid and discounts are applied must 

be paid at the beginning of the term. 

2. The remaining balance may be paid in a minimum of two equal installments.  

a. Due dates for these payments will be set by the institution with approximately 30 

days between due dates. 

b. All installments should be scheduled so that the entire balance due is paid by the 

end of the semester. 

         Option 2 

b.         1.  The remaining balance after financial aid and discounts will be divided into four 

equal payments with the first payment due before the first day of class and the remaining 

payments due payment date on the 30th of each subsequent month.  All installments should be 

scheduled so that the entire balance due is paid by the end of the semester. 
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IV. Service Charges and Fines  

A. Institutions may charge a service fee of $10 to $50 to help defray administrative costs 

associated with the deferment program. 

B. An additional late payment charge not to exceed $25 will be assessed on each installment 

which is not paid on or before the due date and each 30 day period past the 2nd installment 

up to a maximum of $100. 

C. Withdrawals from classes will not alter any remaining balance due except to the extent that 

any refund may be applied in accordance with Guideline B-060. 

V. Approval of Exceptions  

A. In accordance with these guidelines, the president of an institution or designee has the 

authority to determine the applicability of the provisions of the deferred payment program 

and to approve exceptions in instances of unusual circumstances for individuals. 

B. The Chancellor or designee has the authority to permit policy-related exceptions. 

C. All such actions must be properly documented for auditing purposes.  

Sources 

May 14, 1996 Presidents Meeting; May 9, 2000 Presidents Meeting; November 6, 2002 Presidents 

Meeting; February 5, 2013 Presidents Meeting 

Related Policies 

 Payment of Student Fees & Enrollment 

 Fees, Charges, Refunds, and Fee Adjustments 
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