UNIVERSITY-WIDE RECORDS

	100.001
	
	Administrative Correspondence
	
	

	
	
	
	
	

	
	
	Dates:
	1972 -
	
	

	
	
	Volume:
	425 Cu. Ft.
	
	

	
	
	Annual Accumulation:
	83 Cu. Ft.
	
	

	
	
	Arrangement:
	Chronological by year, alphabetical by topic
	
	

	
	
	
	
	

	
	
	This record series consists of incoming and outgoing correspondence exchanged by any office, unit, department, school, or sub-unit with any other person, firm or entity, either external or internal. This record series also contains memoranda, working papers, miscellaneous notes, and copies of university reports and memoranda received in the course of business from other units.

This record series may include confidential material.  Confidential material may include correspondence with potential donors, recruits, and/or students, material which contains unique personal identifiers such as social security numbers or university identification numbers or other personal information, material pertaining to actual or potential legal issues, or material required to be destroyed or disposed of confidentially by federal or state law.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years then dispose of providing all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.  All confidential material should be disposed of by shredding or destroyed in a confidential and secure manner.


	
	Disposition Approved 2/21/07  

	100.002
	
	Budget and Fiscal Administration Files (Duplicates)
	
	

	
	
	
	
	

	
	
	Dates:
	1975 -
	
	

	
	
	Volume:
	382 Cu. Ft.
	
	

	
	
	Annual Accumulation:
	83 Cu. Ft.
	
	

	
	
	Arrangement:
	Chronological
	
	

	
	
	
	
	

	
	
	This record series consists of copies of invoices, vouchers, reports of expenditures, budget printouts, work papers, ledgers, property control listings, and other budget and fiscal related material maintained in any office except the Comptroller’s Office, the Budget Office or the Purchasing Office. 

Central or official files containing this documentation are maintained and scheduled for disposition by the Comptroller’s Office, the Budget Office and the Purchasing Office, and is maintained there for a retention period of six (6)fiscal years.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) fiscal years then dispose of providing all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.
	
	Disposition Approved 2/21/07  


	100.003
	
	Personnel Files (Duplicates)
	
	

	
	
	
	
	

	
	
	Dates:
	1978 -
	
	

	
	
	Volume:
	1068 Cu. Ft.
	
	

	
	
	Annual Accumulation:
	166 Cu. Ft.
	
	

	
	
	Arrangement:
	Alphabetical, and chronological within files
	
	

	
	
	
	
	

	
	
	This record series consists of files for all levels of personnel excluding student employees maintained in unit offices other than the Office of Human Resources. File contents consist primarily of copies of appointment forms, vitae and resumes, time and attendance records, copies of external employment authorization forms and external employment annual reports, letters of recommendation, correspondence regarding personnel, performance evaluations, and copies of contracts. The original copies of these files are maintained and scheduled for disposition by the Office of Human Resources.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years following separation from employment, then destroy  providing all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.
	
	Disposition Approved 2/21/07  


	100.004
	
	Student Worker Employment Records (Duplicates)
	
	

	
	
	
	
	

	
	
	Dates:
	1986 -
	
	

	
	
	Volume:
	108 Cu. Ft.
	
	

	
	
	Annual Accumulation:
	7 Cu. Ft.
	
	

	
	
	Arrangement:
	Alphabetical
	
	

	
	
	
	
	

	
	
	This record series consists of employment applications, time and attendance reports, memoranda, notes, evaluation reports and records and other material related to student employees of units for records maintained in the units.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years following separation from employment of student employee; then destroy providing all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.
	
	Disposition Approved 2/21/07  


	100.005
	
	Search Files (Agency Record Copies)
	
	

	
	
	
	
	

	
	
	Dates:
	1986 -
	
	

	
	
	Volume:
	514 Cu. Ft.
	
	

	
	
	Annual Accumulation:
	83 Cu. Ft.
	
	

	
	
	Arrangement:
	Chronological by year, alphabetical by applicant
	
	

	
	
	
	
	

	
	
	This record series consists of search files for administrative, faculty, administrative-professional, or civil service positions.  Included are application letters, vitae or resumes, copies of publications, recommendation letters, notes, memoranda, minutes of search committee meetings, and all other related material.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years following the end of the search, then destroy by shredding or other secure manner providing all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.
	
	Disposition Approved 2/21/07  


	100.006
	
	Unit and Committee Meeting Minutes and Agendas
	
	

	
	
	
	
	

	
	
	Dates:
	1986 -
	
	

	
	
	Volume:
	332 Cu. Ft.
	
	

	
	
	Annual Accumulation:
	83 Cu. Ft.
	
	

	
	
	Arrangement:
	Alphabetical and chronological
	
	

	
	
	
	
	

	
	
	This record series  consists of files for all unit and unit committee meetings, including agendas, minutes, notes, memoranda, reports and correspondence associated with unit meetings or meetings of committees associated with any unit.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years providing all audits have been completed and no litigation is pending or anticipated then forward to ISU Archives for permanent retention.  
	
	Disposition Approved 2/21/07  


	100.007
	
	Travel Records (Duplicates)
	
	

	
	
	
	
	

	
	
	Dates:
	1986 -
	
	

	
	
	Volume:
	548 Cu. Ft.
	
	

	
	
	Annual Accumulation:
	41.5 Cu. Ft.
	
	

	
	
	Arrangement:
	Chronological by year, alphabetical by traveler
	
	

	
	
	
	
	

	
	
	This record series consists of travel request forms, notices of absence from duties, supervisor approvals, requests for reimbursement and/or payment, copies of bills and invoices, notes and memoranda associated with travel, and related materials.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) fiscal years, then destroy by shredding or other secure manner, providing all audits have been completed and no litigation is pending or anticipated.
	
	Disposition Approved 2/21/07  


	100.008
	
	Contracts
	
	

	
	
	
	
	

	
	
	Dates:
	1986 -
	
	

	
	
	Volume:
	166 Cu. Ft.
	
	

	
	
	Annual Accumulation:
	21 Cu. Ft.
	
	

	
	
	Arrangement:
	Alphabetical or Chronological
	
	

	
	
	
	
	

	
	
	This record series consists of all contracts involving a unit, including all memoranda of agreement, leases, purchase orders, software licensing agreements, or other agreements of any kind.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for ten (10) years following the completion of the agreement, then destroy by shredding or other secure manner, providing all audits have been completed and no litigation is pending or anticipated.
	
	Disposition Approved 2/21/07  


	100.009
	
	Key Request Forms
	
	

	
	
	
	
	

	
	
	Dates:
	1986 -
	
	

	
	
	Volume:
	119 Cu. Ft.
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological, then alphabetical
	
	

	
	
	
	
	

	
	
	This record series consists of all requests for the issuance of keys to individuals in a unit. Original copies of the key request forms are maintained and scheduled for disposition by the Office of Facilities Management.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for one (1) year following the key holder's termination of employment at the unit, then dispose of providing all audits have been completed and no litigation is pending or anticipated.
	
	Disposition Approved 2/21/07  


	100.010
	
	Policy and Procedures Documents, Manuals, and Files (Duplicates and Originals)
	
	

	
	
	
	
	

	
	
	Dates:
	1986 -
	
	

	
	
	Volume:
	204 Cu. Ft.
	
	

	
	
	Annual Accumulation:
	41.5 Cu. Ft.
	
	

	
	
	Arrangement:
	Alphabetical
	
	

	
	
	
	
	

	
	
	This record series consists of Board of Trustees procedures manuals, University policy and procedure manuals, employee and staff handbooks, unit or sub-unit policies and procedures, and memoranda and notes related to the creation or application of policies and procedures.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years after the date the policies or procedures are no longer in effect,  then forward to ISU Archives for permanent retention, providing all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.
	
	Disposition Approved 2/21/07  


Division-Wide Records

Academic Affairs

· ASPT tenure and promotion files, including: individual applications for promotion and tenure, including supporting material not permitted to be returned to individual faculty members by university policy
 and copies of summative evaluations and cover letters regarding tenure and promotion. 

· Retain all summative evaluations and letters in Dept./School Office for eight years.

· Retain applications and supporting materials* in Dept./School Office for three years following the decision on tenure or promotion (includes both positive and negative decisions). 

· ASPT annual evaluation files, including annual faculty submissions and supporting materials not permitted to be returned to individual faculty members by university policy* and copies of annual evaluations and letters regarding tenure and promotion.

· Retain all annual evaluation letters in Dept./School Office for eight years

· Retain all faculty submissions and supporting materials* in Dept./School Office for three years following decision. 

· Student evaluations, including individual student response sheets, print outs of student responses, and individual student comment sheets

· Dispose of individual student response (bubble) sheets immediately upon receipt and verification of data or data print-outs 

· Retain all data or data print-outs for eight years

· Retain all individual student comment sheets for three years; student comments may be consolidated. 

· Student Records, maintained at department or college level, including advisement materials, applications to programs, student academic records, academic progress summaries and other department/school or College- specific student records.
· Retain for 2 years following graduation or other termination of registration of student. (NOTE: Must DESTROY any records containing personal identifiers – social security numbers, etc. – not merely dispose of.)

· Program Review documents, including final reports and supporting documents

· Retain for 6 years, or until the next Program Review has been submitted.

· Department strategic plans, including annual plans

· Retain for 5 years, or until the next strategic plan has been completed

· Sabbatical proposals and reports

· Retain for 2 years following termination of sabbatical and submission of report

· Syllabi for all classes

· Retain one copy of each syllabi for five (5) years, then dispose of

· Unit Assessments

· Retain for 5 years, or until next strategic plan has been completed

· Curriculum Proposals and supporting documents

· Retain for 3 years 

� NOTE: A pending policy will provide that “Teaching evaluations may be maintained by the department/school office in summary fashion, and individual student comments may be consolidated. Copies of books, articles, academic papers, presentations and artwork may be noted and returned and need not be retained within the department/school office after all internal reviews have been completed.”





