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POLICY:  Record Retention for Applicants to the UCSF Fresno Medical Education 
 Programs 
 
Purpose:  To ensure all documents/files/paperwork related to an application to any UCSF 
Fresno residency training program are preserved for four (4) years or the length of the particular 
residency program, whichever is greater. 
 
Definitions:      
Application:  Any documents indicating a 4th year medical student or graduate is applying to a 
residency program including all complete and partial applications whether or not the applicant is 
interviewed, successfully matched with the program, applied through ERAS, or used a paper 
Universal application. 
 
Applicant:  A medical student or medical school graduate who wishes to be considered for a 
residency slot in a UCSF Fresno residency program. 
 
Documents:  Application forms, supporting documents, tracking forms, all ERAS files, 
evaluations, transcripts, letters, notes, etc., including both electronic and paper. 
 
Policy: 
The UCSF Fresno Medical Education Program shall retain all documents related to the 
application process for four (4) academic years or the length of the residency program, if longer. 
 
Procedure: 
Each program shall store all materials related to queries and applications, both complete and 
incomplete, in the program office or in a location immediately accessible to the office for the 
current year and the previous year.  ERAS applications shall be backed up and stored on tape 
by UCSF Fresno IT for the full period of time.  Application documents prior to the previous year 
may be boxed, labeled and stored in a secure UCSF Fresno storage area.  All materials so 
stored should be categorically, then alphabetically filed, appropriately labeled as to program, 
year, and stamped confidential.  After four (4) years (or the length of the program if it is longer 
than four (4) years) the application materials will be destroyed in such a way as to preserve their 
confidential nature. 
 
Responsibility:  Office of Graduate Medical Education and each program’s program director. 
 
 
 
 
 
(Original signed Policy is available in the UCSF Fresno Office of Medical Education) 
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