Appendix A

Endowment Compliance Plan: Record Maintenance Guidelines
Approved by Endowment Compliance Team: November 2002

Revised February 2004; approved April 2004 Endowment Team Meeting

Revised November 2006

Permanent documents will be maintained in perpetuity. Non-permanent documents
will be maintained in accordance with the policies of UTD and the State of Texas
Records Retention Schedule.

Endowment Files

The original and official file for each endowment is maintained at University of Texas
System by the Office of the Vice Chancellor for External Relations.

A master file for each endowment is maintained at The University of Texas at Dallas
(UTD) by Endowment Services in the Office of Development. Copies of all documents
and correspondence related to the endowment agreement and compliance will be
maintained in the master file under the supervision of the director of endowment services
and compliance.

UTD endowment master files will be filed according to the endowment number
(06xxxX).

A temporary file for each endowment may also be maintained. Temporary files may
contain news releases, informal notes/communication related to the endowment
compliance initiative. Documents in the temporary file will be maintained as long as
useful or of value to the endowment compliance process.

Endowment Administrative Files

Administrative files related to the development and implementation of the endowment
compliance functions include, but are not limited to, quarterly meeting agendas, quarterly
compliance reports, and annual reports to The University of Texas System.
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Endowment administrative files/distribution:
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