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University Records Management - One-Time Disposition Instructions 
 

Use - The One-Time Disposal Form should only be used if one the following conditions are met: 

1. The records are not covered on an active University records retention schedule and the 
records are no longer created or maintained as a part of university business processes. 

a. Example: The university had a home loan program from 1990-2000. The records 
created and maintained by the program are not listed on a current retention 
schedule since they are no longer created. 

2. The records are currently on a retention schedule but were prematurely destroyed 
beyond salvage due to disaster. 

a. Example: Course evaluations have a retention period of 15 years. However, 
course evaluations from 2015-2016 were destroyed in a flood when a waterpipe 
burst over the weekend of 12/17-19/2022. 

The one-time disposition form is not meant as a substitute for including currently 
created/maintained records on a university records retention schedule. 

If records are under a litigation or preservation hold, do not list on a One-Time Disposal form 
until the hold has been released. 

 

Process – 

1. Complete the one-time disposal form. 
2. Send to lib-records@osu.edu for approval four (4) weeks prior to disposition to that 

Records Management can verify that they are no longer needed for fiscal, legal, or 
historical purposes. 

3. Disposition the records via destruction, secure destruction, or transfer to the University 
Archives.  
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