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STATE OF ILLINOIS

STATE RECORDS COMMISSION

STATE RECORDS UNIT

ILLINOIS STATE ARCHIVES

SPRINGFIELD, IL  62756

(217)782-2647

	AGENCY
Eastern Illinois University
  
DIVISION
Vice President for Academic Affairs  
SUBDIVISION

  
Pursuant to the provisions of the State Records Act (5 ILCS 160/1 et seq.), I hereby request authority to dispose of state government records according to the schedule which follows.  I certify that those records to be disposed of will not be needed in the transaction of current business nor will they be of sufficient administrative, legal, or fiscal value to warrant further retention by this agency.  I also certify that any microfilm copies will be made in accordance with the standards of the State Records Commission and will be adequate substitutes for the original records.


signature of agency head



Date

	
	ACTION TAKEN BY 

THE

STATE RECORDS 

COMMISSION
John Daly
CHAIRMAN
Thomas F. Schwartz

SECRETARY
May 20, 1998

DATE


RECORDS LISTED ON THIS APPLICATION MAY BE DISPOSED OF PROVIDING:



-
the individual retention period is complete;


-
all audits have been completed under the supervision of the Auditor General and no 



litigation is pending or anticipated;



-
the items are correctly listed on a Records Disposal Certificate submitted to and approved 


by the State Records Commission 30 days prior to disposal.

Certain records, as stipulated on this application, may be microfilmed and the original hardcopy record disposed of if the record is microfilmed in accordance with the standards of the State Records Commission Rules and if the film is retained for the prescribed retention period.  Disposal of records after microfilming must be noted on a Records Disposal Certificate.
THIS APPLICATION AND ANY RELATED RECORDS DISPOSAL CERTIFICATES

ARE TO BE RETAINED PERMANENTLY.
VICE PRESIDENT'S OFFICE
100.01
Academic Information Report


Dates:

1964 - 1984


Volume:
2 Cu. Ft.


Annual Accumulation:
--


Arrangement:
Chronological by year



The Office of the Vice President for Academic Affairs each semester compiled the Academic Information Report for Eastern Illinois University.  The report is divided into six categories:


1)
Admissions - indicates on-campus undergraduate and graduate admissions for the current semester, summary of applications (for admission) processed, and number of students admitted to Teacher Education;


2)
Enrollments - indicates total degree student enrollment, on-campus degree enrollment, off-campus degree enrollment, continuing education enrollment, and Tenth Day enrollments;


3)
Attrition - indicates number of students placed on academic probation and number of students dismissed for the preceding semester;


4)
Grades - grade distribution, grades in P-F Option, departmental GPA averages, and grade distribution comparison for past five-year period;


5)
Degrees - summary of degrees awarded for the preceding semester, multiple majors, undergraduate degrees and graduate degrees awarded during the preceding semester;


6)
Productivity - total credit hours and class size summary for the current semester.



This report was discontinued in FY84.



This item supersedes item 2, item 16, and item 20 of Application 84-64 in order to note closure in 1984.  (No change in the retention period is proposed.)



Recommendation:

Retain one complete set of Academic Information Reports in the office permanently.  Transfer one complete set to the University Archives for permanent retention.

100.02
Academic Course Proposals (Approved) (Duplicate)


Dates:

1985 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which explain new courses offered through the Business/Technology Institute.  Data include type of credit, content of course, type of teaching method, and name of teacher.  Originals are permanently maintained by the Vice President's Office.  (Other departments at the university maintain the record series for three (3) years after supersession.)



Recommendation

Retain in office for three (3) years, then dispose of providing course proposals have been superseded.

100.03
Academic Programs


Dates:

1966 -


Volume:
9 1/2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
By fiscal year, then program



This record series consists of requests to either expand a program, drop a portion of a program, or to initiate a new academic program.  Each request contains an identification of the program, the content and objectives of the program, and the relationship to existing programs.



Requests to add or change programs are submitted annually to the Board of Higher Education (BHE) for review.



This item supersedes State Records Application 84-64, item 3, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:

Retain in the office for five (5) years, then transfer to the University Archives for permanent retention.

100.04
Academic Waiver Reports (Original)


Dates:

1974 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
By number



The Vice-President for Academic Affairs serves as Executive Officer on the Council on Academic Affairs - which is the university body that reviews all student requests for appeals of denied academic waivers (eliminating certain credit hours required for graduation).  This record series contains the Academic Waiver Request Form which is distributed to the (1) University Records Office, (2) Student's Academic Advisor, (3) Academic Dean, and (4) the requesting student.  The Council on Academic Affairs meets each semester to review academic waivers which have been denied and appealed and their decision is indicated on the waiver request form.  Each month, every college submits to the Vice President the Academic Waiver Report which indicates waivers granted by number & student's name, a description of the waiver, and date of action.  Students may appeal a denial from their department's Dean to the Waiver Sub-Committee.



This item supersedes State Records Application 84-64, item 4, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:

Retain five (5) years in office, then dispose of.

100.05
Administrative Correspondence and Related Documents (Originals and Duplicates)


Dates:

1978 -


Volume:
21 Cu. Ft.


Annual Accumulation:
4 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Vice President's Office and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, various administrative reports, surveys, questionnaires, and other supporting documents.



This item supersedes items 8, 9, 11, and 22 of Application 84-64 in order to change the description of the record series and to provide for weeding of documents by the University Archives.


Recommendation:

Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

100.06
Bargaining Unit Interpretations


Dates:

1977 -


Volume:
1/4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of the legal opinions interpreting which classifications of university employees fall into specific bargaining units for the purposes of labor contract negotiations with recognized bargaining agents for university employees.



This item supersedes State Records Application 84-64, item 10, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:

Retain five (5) years in office, then transfer to the University Archives for permanent retention.

100.07
Budget Files


Dates:

1981 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This file contains the departmental budget with monthly expenditure reports, budget preparation workpapers and correspondence.



This item supersedes State Records Application 84-64, item 5, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

100.08
Contractual Grievance File


Dates:

1977 -


Volume:
9 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of contractual grievances filed by employees.  Included is the statement of the grievance filed by the employee and supporting documents.



This item supersedes State Records Application 84-64, item 17, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in the office for ten (10) years after settlement then dispose of provided no litigation is pending or anticipated.

100.09
Course Offerings Study


Dates:

1964 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement: 

By course number



This item supersedes State Records Application 84-64, item 7, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain three (3) years in office, then dispose of.

100.10
Faculty Contracts (Originals)


Dates:

1979 -


Volume:
9 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by name



This record series consists of professional service contracts formed by contracts entered by faculty members or professional administrative staff members (non-civil service) and the university for a twelve month period beginning on the date stipulated on the contract.  The contract indicates the exact position, department assigned to, and terms of salary.  Contracts are entered into for a period of one (1) year and if renewed, are done so July 1st of each year.



This item supersedes item 12 of Application 84-64 in order to change the description of the record series and to increase the retention period from five (5) years to sixty-five (65) years following termination of employment.


Recommendation:

Retain in office for sixty-five (65) years following termination of employment, 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.

100.11
Faculty Work Schedules


Dates:

1967 -


Volume:
15 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
By academic year



The Office of the Vice President for Academic Affairs receives from each department's chairperson a form "Assignment of Duties for Academic Year" or more commonly known as the "Faculty Workload" for each instructor in that department.  The department's dean and the faculty must co-initial the tentative assignment of duties and any revisions.  The form contains information which enables the courses the instructor has agreed to teach to be evaluated in such a manner as to evenly distribute the teaching workload for the department among the entire faculty.



This item supersedes State Records Application 84-64, item 15, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain five (5) years in office, then dispose of providing no litigation is pending or anticipated.

100.12
Original Minutes of Various University Committees and Organizations


Dates:

1970 -


Volume:
8 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to Council of Academic Affairs, Council on Graduate Studies, and Council on Teacher Education.



This item supersedes item 1 of Application 84-64 in order to change the description of the record series.  (No change in the retention period is proposed.)



Recommendation:
Retain in office for ten (10) years, or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

100.13
Personnel Files - Non-Civil Service (Originals)


Dates:

1945 -


Volume:
22 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Alphabetical



This record series consists of the personnel files maintained for the faculty in the academic departments under the Vice President for Academic Affairs.  Personnel Files include performance evaluations done annually by the faculty in the academic departments and any correspondence related to those individuals who serve in a non-civil service position under the Vice President for Academic Affairs.



This item supersedes State Records Application 84-64, item 19, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain for sixty-five (65) years following termination of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

100.14
"10th-Day Reports" (Originals)


Dates:

1962 -


Volume:
2 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




then by department



The official class roster for all courses offered at Eastern Illinois University is determined by recording the number of students still enrolled in a course on the tenth Day of the semester.  Each instructor submits to his/her department chairperson a list of all students still enrolled in their course after the tenth day of the semester.  This information is compiled into a university-wide "10th-Day Report" which lists the course name, course number, section number, instructor's name, and number of students enrolled.  



This item supersedes State Records Application 84-64, item 23, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office, then transfer to the University Archives for permanent retention.

Changed to CASA Office item 200.xx

ACADEMIC ASSESSMENT OFFICE
110.01
Administrative Correspondence and Related Documents


Dates:

1994 -


Volume:
6 Cu. Ft.


Annual Accumulation:
3 Cu. Ft.


Arrangement:
Chronological by year, 





Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Academic Assessment Office and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

110.02
Minutes of the General Education Assessment Committee (Originals)


Dates:

1992 -


Volume:
4 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to the General Education Assessment Committee.


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to University Archives for permanent retention.

110.03
Minutes of Various University Committees and Organizations


Dates:

1987 -


Volume:
25 Cu. Ft.


Annual Accumulation:
2 1/2 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to various organizations at Eastern Illinois University.  Originals of the record series are permanently maintained by the committee chair/dean (i.e., Dean of Graduate Council, Chair of Senior Seminar Advisory Committee, Chair of University Academic Assessment Committee).


Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

110.04
Academic Performance Statistics


Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of numerical aggregates which indicate the quality and quantity of academic performance according to program/curriculum.



Data include classifications as (i.e., number of students by GPA, number of classes by department, number of students by major/minor, and number of classes/students by program).


Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then offer to the University Archives.  If such offer is refused by University Archives Staff, then dispose of.

HONORS PROGRAM
120.01
Administrative Correspondence and Related Documents


Dates:

1982 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1 1/2 Cu. Ft.


Arrangement:
Chronological by year, 





Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Honors Program and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

120.02
Fiscal Administration Files


Dates:

1982 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number, 





Chronological by year, 





Alphabetical by name



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office for six (6) years.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

120.03
Listings of SAT Scores


Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Alphabetical by name



This record series consists of documents which list SAT Scores for prospective students interested in enrolling at Eastern Illinois University.



Data include name, address, intended major, and score.  If an individual is accepted by the university for enrollment, then the record series becomes part of the student file.  The latter file is permanently maintained by the Registrar's Office per item 230.16 of Application 92-78.


Recommendation:
Retain computer magnetic tapes/disks in office for five (5) years from the date of data entry, then reuse and/or dispose of providing no litigation is pending.  (All computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

120.04
Personnel Files (Civil Service, Professional Administrative)


Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include timesheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the University's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

120.05
Student Employment and Work Study Files


Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the "Work Study Program" and "Student Employment Program."



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week), Employment Authorization Forms, and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for "six (6) years following separation/termination of employment and (if applicable) the final settlement" per 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for "five (5) years following graduation or last date of attendance" per item 130.27 of Application 92-78.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

120.06
Honor's Program Student Files


Dates:

1982 -


Volume:
24 Cu. Ft.


Annual Accumulation:
2 Cu. Ft


Arrangement:
Chronological by year, 





Alphabetical by name



This record series consists of files pertinent to undergraduate students who were accepted and are participating in the honors or scholarship programs.



Contents include admission applications, term papers, grade reports, letters of recommendations, class requests, and student record sheets.  Northern Illinois University maintains Student Files in the honors program for five (5) years following last date of attendance or graduation per item 140.03 of Application 89-27.  The Registrar's Office at EIU maintains Student Files on a permanent basis per item 230.16 of Application 92-78.


Recommendation:
Retain in office for five (5) years following last date of attendance or graduation, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

120.07
University Honors Program Applications for Admission and Supporting Documents (Originals) (Not Accepted)


Dates:

1982 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 





Alphabetical by name



This record series consists of applications for admission and supporting documents submitted by undergraduate students seeking admission into the university's Honors Program for the academically talented.  This series includes only those application files which were unsuccessful in gaining admission (which frequently contain unsuccessful academic program admissions applications).  



Data include name of student, sex, social security number, address, home phone, ACT composite, proposed major, rank in graduating class, name of high school, and high school GPA.  The Registrar's Office at EIU maintains Student Files, on a permanent basis per item 230.16 of Application 92-78.  Northern Illinois University maintains Honors Program Student Files for five (5) years following graduation or last date of attendance per item 140.03 of Application 89-27.


Recommendation:
Retain in office for five (5) years (lapsed from the date of denial), then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

120.08
University Scholarship Applications and Supporting Documents for Admission to the Honors Program (Originals) (Accepted)


Dates:

1982 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 





Alphabetical by name



This record series consists of successful applications and supporting documents submitted by scholarship/undergraduate students for admission in the University's Honors Program.



Data include name of student, social security number, address, name of high school, date of graduation, GPA, ACT score, sixth semester class rank, senior high school schedule, work experience, co-curricular activities, and essay concerning college goals.  The Registrar's Office at EIU maintains Student Files (which contain scholarship enrollment documents) on a permanent basis per items 230.16 of Application 92-78.  Northern Illinois University maintains Honors Program Student Files for five (5) years following graduation or last date of attendance per item 140.03 of Application 89-27.



(The scope of the record series includes applicants who were accepted but did not participate in the Honors Program.)


Recommendation:
Retain in office for five (5) years following date of acceptance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

	
	
	HONORS COLLEGE

	
	

	120.09  
	
	Property Control Records  
	
	

	
	
	
	
	

	
	
	Dates:
	1998-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This Record Series consists of the Honors College departmental copies of the annual property control inventory reports, property control transfer form, inventory reconciliation forms, inventory cards of new acquisitions, requests to dispose of property, and requests to store surplus property.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years after the date of generation, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 6/17/15  


  
                                 MINORITY AFFAIRS
130.01
Administrative Correspondence and Related Documents


Dates:

1978 -


Volume:
6 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, 





Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Minority Affairs/Afro-American Center Office and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 98 of Application 84-64 in order to change the description of the record series and to provide for weeding of the documents by the University Archives.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

130.02
Budget and Fiscal Files


Dates:

1968 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of budget and fiscal records, including monthly expenditure reports, ledgers, purchase orders, invoice vouchers, bills, receipts, budget preparation workpapers and related correspondence.



The originals of these documents are retained by the Business Office per Application 84-66.



This item supersedes State Records Application 84-64, item 97, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of  provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

130.03
Faculty Evaluations Files


Dates:

1978 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of faculty evaluations by the Department Chair (as well as self evaluations).  Originals are maintained permanently by the President's Office.



This item supersedes item 101 of Application 84-64 in order to change the description of the record series and to change the retention period from five (5) years to five (5) years following termination of employment.

Recommendation:
Retain in office for five (5) years following termination of employment, 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.

130.04
Minutes (Originals and Duplicates)


Dates:

1978 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Committee/Chronological



This record series consists of the minutes of meetings of various committees established by the university.  These minutes are primarily from the Council on Academic Affairs; Affirmative Action Committee; Afro-American Studies Committee; Curriculum Committee; Women's Studies Committee; and the Honorary Degree Committee.



This item supersedes State Records Application 84-64, item 99, to provide for the incorporation of the file series into this revised records disposition application and to increase the retention period prior to review from three (3) years to five (5) years.  



Recommendation:
Retain in office for five (5) years, then review files.  Dispose of all duplicates that are no longer of any administrative or historical value.  Retain all original copies of minutes or transfer to University Archives for permanent retention.

130.05
Gateway Program Records


Dates:

1989 -


Volume:
4 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological by year, 




Alphabetical by topic



This record series consists of documents which are generated as a result of the university's Gateway Program.  Gateway is a provisional admissions program designed to meet the needs of minority students with the potential to do college work but who do not meet regular admission requirements.



Contents include working papers, initial drafts, statistics, demographic studies, memos, procedures, policies, and correspondence.


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

130.06
Peer Helper Program Records (Originals)


Dates:

1986 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Alphabetical by name



This record series consists of documents which are generated as a result of the university's Peer Helper Program.  By assigning "peers" (junior, senior, or 


graduate students) to socially counsel new Afro-American students, the Peer Helper Program improves the transition from high school/junior college to Eastern Illinois University.



Contents include evaluations of peer-helpers by subject students and reports on subject students by peer helpers (i.e., name of student, problems of student, recommendations).


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, 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.

130.07
Student Employee Files


Dates:

1978 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of documents generated by the Office of Financial Aid in administering the (A) Federal Work Study Program and the (B) Student Employment Program which are the two principal programs on campus which permit students to defray tuition expenses by an employment assignment.  This record series consists of work assignment records which declare the names of student workers assigned to this office, the number of hours the student is allowed to work, time sheets (for internal reference on the student's accumulation of hours) and any related correspondence. 



Originals of these documents are retained for five (5) years after the date of graduation or last attendance by the Office of Financial Aids per Application 84-67.



This item supersedes State Records Application 84-64, item 100, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.
	
	
	
	
	

	130.08  
	
	Student Advisement Folders (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1990-  
	
	

	
	
	Volume:
	32 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	3 Cubic Feet   
	
	

	
	
	Arrangement:
	By academic year, then alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of student advisement folders for Gateway Program in Minority Affairs. Advisement folders contain grade reports, major/degree change request forms, pre-enrollment work sheets, grade change notices, academic waivers, and other pertinent information.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain five (5) years after graduation or date of last attendance, whichever is later, then destroy in a secure manner or delete from system, provided all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition

Approved

5/15/13  


  
	130.09  
	
	Personnel Files (Civil Services, Administrative Professional, Student Employees, and Graduate Assistants) (Departmental Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	1993-  
	
	

	
	
	Volume:
	2 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of personnel files for the Departments under the Vice President for Student Affairs that summarizes the work histories of civil service, administrative professional, student employees, and graduate assistants.  The files contain personnel documents which may include: notices of suspension, lay-off, or termination; job classification changes; salary changes and workers compensation forms.  Original civil service files are maintained by the University’s Human Resource Office. Original Administrative Professional files are maintained by the Office of the Vice President for Student Affairs. Original student employee files are maintained by the University’s Office of Financial Aid/Student Employment. Original graduate assistant files are maintained by the University’s Graduate School Office.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain five (5) years after graduation, date of last attendance, or date of separation, whichever is later, then destroy in a secure manner or delete from system, provided all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition

Approved
as amended 
5/15/13  

	130.10  
	
	Scholarship Files (Accepted and Rejected) (Departmental Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	1989-  
	
	

	
	
	Volume:
	1 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	By semester  
	
	

	
	
	
	
	

	
	
	
This record series consists of files which indicate successful and unsuccessful candidates applying for scholarships within the Department of Minority Affairs.

The contents include application forms, statements of awards, request statements, and supporting correspondence.  The University’s Financial Aid Office maintains Financial Aid Eligibility and Disbursement Folders for five (5) years after graduation or last date of attendance.   
	
	

	
	
	
	
	

	
	
	Recommendation:
	For accepted applicants, retain in office for five (5) years following graduation or last date of attendance, whichever is later, then dispose of provided all audits have been completed, if necessary, and no litigation is pending or anticipated. Retain files for rejected applicants in office for five (5) years following the date of rejection, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition

Approved
as amended 
5/15/13  


AFRICANA STUDEIES
	131.01  
	
	Administrative Correspondence and Related Documents  
	
	

	
	
	
	
	

	
	
	Dates:
	1996-  
	
	

	
	
	Volume:
	2 Cubic Feet  / 600 MB  
	
	

	
	
	Annual Accumulation:
	Negligible / 150 MB  
	
	

	
	
	Arrangement:
	Alphabetical by topic  
	
	

	
	
	
	
	

	
	
	
This record series consists of incoming and outgoing correspondence exchanged by the Africana Studies office and other offices of the university, federal/state offices and other offices external to the institution. The files also include memos, initial drafts, working papers, supporting documents, and routine documents.

.

Definitions: 

“Routine documents” are defined as:

· Extra copies of documents, blank forms, or reports preserved only for ease of reference or for supply purposes, where one copy has been retained for record purposes;

· letters of transmittal and acknowledgment;

· Non-personally addressed, unsolicited correspondence and communications that originate outside of the College, such as "Deans and Directors" memoranda;

· Requests for publications or information after the requests have been filled;

· Replies to questionnaires, where the summary results have been retained for record purposes,

· Material not filed as evidence of administrative activity or for the informational content thereof, including—

· Working notes, where a final report has been issued

· Documents regarding regular office functions, such as correspondence requesting supplies, scheduling meetings, or informing others of an employee absence, where a record copy of financial or personnel actions is retained in another record series. 

“in a Secure Manner” is defined as:

· Shredding or other methods used to destroy records in a controlled environment so the information contained therein can no longer be viewed or otherwise accessed.  
	
	


	
	
	Recommendation:
	Retain in the office for three (3) years, then destroy any routine documents in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  Retain any remaining accumulations in office permanently or transfer to the University Archives for permanent retention.


	
	Disposition approved as amended 4/17/13  

	131.02  
	
	Fiscal Administration Files  
	
	

	
	
	
	
	

	
	
	Dates:
	2000-  
	
	

	
	
	Volume:
	1 Cubic Feet  / 300 MB  
	
	

	
	
	Annual Accumulation:
	Negligible / 150 MB  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of departmental copies of budget and fiscal files including monthly expenditure reports, ledgers, purchase orders, invoice vouchers, bills, receipts, budget preparation workpapers and related correspondence. The originals are maintained by the University’s Accounting Office.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 4/17/13  

	131.03  
	
	Committee Meeting Minutes  
	
	

	
	
	
	
	

	
	
	Dates:
	2007-  
	
	

	
	
	Volume:
	3000 KB  
	
	

	
	
	Annual Accumulation:
	500 KB  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of the minutes of meetings of various committees established by the university. This includes minutes from the Council on Academic Affairs, Affirmative Action Committee, Africana Studies Committee, Curriculum Committee, Women’s Studies Committee, and the Honorary Degree Committee.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain one copy of all original minutes in office permanently or transfer to the University Archives for permanent retention. Duplicates may be disposed of at the discretion of the department.

  
	
	Disposition approved 4/17/13  


	131.04  
	
	Student Employee Files (Departmental Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	½ Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical by name  
	
	

	
	
	
	
	

	
	
	
This record series consists of documents generated in the administration of the Federal Work Study Program and the Student Employment Program which are the two principal programs on campus which permit students to defray tuition expenses by an employment assignment. This record series consists of work assignment records which declare the names of student workers assigned to the office, the number of hours the student is allowed to work, time sheets (for internal reference on the student’s accumulation of hours) and any related correspondence.


Originals are retained by the University’s Office of Financial Aids.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after graduation or date of last attendance, whichever is later, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved
as amended 4/17/13  

	131.05  
	
	Africana Studies Course Information Files  
	
	

	
	
	
	
	

	
	
	Dates:
	1983-  
	
	

	
	
	Volume:
	1 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Negligible  
	
	

	
	
	
	
	

	
	
	
This record series consists of course information for all classes offered by the department.  This includes the course name, number and brief description of the course. Originals are maintained permanently by the Vice President’s Office for Academic Affairs.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years, then dispose of or delete from the system provided all audits have been complete, if necessary and no litigation is pending or anticipated.

  
	
	Disposition approved
4/17/13  


	131.06  
	
	Faculty Personnel Files (Departmental Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	1990-  
	
	

	
	
	Volume:
	½ Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of the personnel files maintained for the faculty in the academic departments for the Africana Studies program. The files include performance evaluations done annually by the faculty in the academic departments and any correspondence related to those individuals who serve in a non-civil service position under the Vice President for Academic Affairs.

Originals are maintained by the University’s Office of the President for a period of sixty-five (65) years.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after separation from employment, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 4/17/13  

	131.07  
	
	Student Advisement Folders  
	
	

	
	
	
	
	

	
	
	Dates:
	1998-  
	
	

	
	
	Volume:
	1 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of original student advisement folders for Africana Studies majors. The Advisement folders contain grade reports, major/degree change request forms, pre-enrollment work sheets, grade change notices, academic waivers, and other related supporting documents.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain in the office for five (5) years after graduation or date of last attendance, whichever is later, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved
as amended 4/17/13  

	131.08  
	
	Personnel Files (Civil Service, Administrative Professional, Student Employee, and Graduate Assistants)  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	¼ Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of copies of personnel files for the Africana Studies Department that summarizes the work histories of civil service, administrative professional, student employees, and graduate assistants. The files contain personnel documents which may include; notices of suspension, lay-off, or termination; job classification changes; salary changes and workers compensation forms. Original civil service files are maintained by the University’s Human Resource Office, original Administrative Professional files are maintained by the Office of the Vice President for Academic Affairs, originals student employee files are maintained by the University’s Office of Financial Aid/ Student Employment, and original graduate assistant files are maintained by the University’s Graduate School Office.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after the date of graduation or separation from employment, whichever is later, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved
as amended 4/17/13  

	131.09  
	
	Grade Rosters  
	
	

	
	
	
	
	

	
	
	Dates:
	2000-  
	
	

	
	
	Volume:
	½ Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by semester  
	
	

	
	
	
	
	

	
	
	
This record series consists of printouts generated each semester by the Registrar’s Office which lists the courses taught by each instructor, the students enrolled in each course, and the students’ grades.  Originals are maintained by the Registrar’s Office for a period of thirty (30) years.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved
4/17/13  

	131.10  
	
	Scholarships (Accepted and Rejected)  
	
	

	
	
	
	
	

	
	
	Dates:
	1996-  
	
	

	
	
	Volume:
	¼ Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by semester  
	
	

	
	
	
	
	

	
	
	
This record series consists of files retained on successful and unsuccessful candidates applying for scholarships within the Department of Africana Studies. The contents include application forms, statements of awards, request statements, and supporting correspondence. The Financial Aid Office maintains Financial Aid Eligibility and Disbursements Folders for five (5) years after graduation or date of last attendance.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain files of accepted applicants in office for five (5) years following graduation or date of last attendance, whichever is later, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  Retain files of rejected applicants for five (5) years following the date of rejection, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.
	
	Disposition approved
as amended 4/17/13  


  
INTERDISCIPLINARY CENTER FOR GLOBAL DIVERSITY
	132.01  
	
	Administrative Correspondence and Related Documents  
	
	

	
	
	
	
	

	
	
	Dates:
	2008-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Various  
	
	

	
	
	
	
	

	
	
	
This record series consists of the administrative correspondence files of the ICGD (Interdisciplinary Center for Global Diversity). The ICGD was created to promote education, foster research, and help coordinate the administrative work of the interdisciplinary majors/minors in Africana Studies, Asian Studies, Latin American and Latino/Latina Studies and Women’s Studies programs. The ICGD works with all colleges and departments across the EIU campus and the larger community to encourage a greater awareness of issues concerning global diversity, ethnic and gender identity, and international area studies.


The files contain incoming and outgoing correspondence exchanged by the ICGD and other offices of the university, federal/state offices, and other offices external to the institution. The files also include memos, initial drafts, working papers, supporting documents, and routine documents.

“Routine documents” are defined as:

· Extra copies of documents, blank forms, or reports preserved only for ease of reference or for supply purposes, where one copy has been retained for record purposes;

· letters of transmittal and acknowledgment;

· Non-personally addressed, unsolicited correspondence and communications that originate outside of the College, such as "Deans and Directors" memoranda;

· Requests for publications or information after the requests have been filled;

· Replies to questionnaires, where the summary results have been retained for record purposes,

· Material not filed as evidence of administrative activity or for the informational content thereof, including—


Working notes, where a final report has been issued 
Documents regarding regular office functions, such as correspondence requesting supplies, scheduling meetings, or informing others of an employee absence, where a record copy of financial or personnel actions is retained in another record series.
“in a Secure Manner” is defined as:

Shredding or other methods used to destroy records in a controlled environment so the information contained therein can no longer be viewed or otherwise accessed.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years, then destroy any routine documents in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  Retain any remaining accumulations in office permanently or transfer to the University Archives for permanent retention.

  
	
	Disposition approved as amended 4/17/13  

	132.02  
	
	Fiscal Administration Files  
	
	

	
	
	
	
	

	
	
	Dates:
	2008-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by fiscal year  
	
	

	
	
	
	
	

	
	
	
This record series consists of department  al copies of budget and fiscal files including monthly expenditure reports, ledgers, purchase orders, invoice vouchers, bills, receipts budget preparation workpapers and related correspondence.  The originals are maintained by the University’s Accounting Office.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years, then destroy in a secure manner or delete from the system, provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 4/17/13  

	132.03  
	
	Minutes of Meetings  
	
	

	
	
	
	
	

	
	
	Dates:
	2008-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of original minutes of meetings for the Interdisciplinary Center for Global Diversity.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain one copy of each set of minutes in office permanently or transfer to the University Archives for permanent retention.  Duplicates may be disposed of at the discretion of the department.  
	
	Disposition approved 4/17/13  


	132.04  
	
	ICGD (Interdisciplinary Center for Global Diversity) Symposium Files  
	
	

	
	
	
	
	

	
	
	Dates:
	2008-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by academic year  
	
	

	
	
	
	
	

	
	
	
This record series consists of information files regarding the ICGD Symposium that occurs each fall.  The files include original papers presented by the grant recipients, and related program materials (e. g. handouts, brochures).  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for five (5) years after the date of the symposium, then dispose of or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 4/17/13  


PARTNERSHIP IN EXCELLENCE
140.01
Fiscal Administration Files        (OBSOLETE)

Dates:

1992 - 1997


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office for six (6) years per Application 84-66.



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

140.02E Partnership in Excellence Program Student Files (Computer Tapes/Disks) (OBSOLETE)

Dates:

1992 - 1997


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Alphabetical by name



This record series consists of information pertinent to high school students interested in enrolling at EIU while participating in the Partnership in Excellence Program.  (The Partnership in Excellence Program provides "college prep" curriculum to minorities who are high school freshmen and seniors.)



Data include name of student, social security number, sex, name of high school, address of student, classes taken, and grade postings.  (If the student enrolls at EIU, a separate file is permanently maintained as "Student Files" in the university's Registrar's Office per item 139 of Application 84-67.


Recommendation:
Retain computer disks/tapes in office for five (5) years from the date of data entry, then reuse and/or dispose of providing no litigation is pending. (All computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

140.03E Partnership in Excellence Program Student Listings      (OBSOLETE)

Dates:

1988 - 1997


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name, 





Numerical by file number



This record series consists of an informational listing of high school students interested in enrolling at EIU while participating in the Partnership in Excellence Program.  (The Partnership in Excellence Program provides "college prep" curriculum to minorities who are high school freshmen and seniors.)



Data include name and mailing address of student.  The Partnership in Excellence Office maintains Student Files for five (5) years from the date of data entry per this application.  Original student files of enrolled students at EIU are permanently maintained by the university's Registrar's Office per item 139 of Application 84-67.


Recommendation:
Retain computer disks/tapes in office for thirty (30) days from the date of data entry.  (All computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

SUMMER SCHOOL
150.01
Fiscal Administration Files 


Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



Contents include vouchers, invoices, bills, monthly/quarterly reports, and worksheet ledgers (i.e., printouts and drafts).  Originals are maintained in the university's Accounting Office for a longer period of time.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

150.02
Schedule of Summer Session Classes (Originals)


Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which indicate the schedules of summer session classes (i.e., name of class, name of instructor, time of day, day of week, credit hours).


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

150.03
Student Survey Files (Originals)


Dates:

1991 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of files which are used by the university to assess student needs in regard to the summer session programs.



Contents include the survey (showing student classification, reason for participation, employment needs, graduation requirements) and summaries of survey results (including statistical analyses and interpretations).


Recommendation:
Retain in office for three (3) years or until expiration of administrative value, whichever is longer, then dispose of.

150.04
Summer School Teaching Contracts


Dates:

1990 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 





Alphabetical by name



This record series consists of contracts by the university and faculty pertinent to summer school teaching assignments.  (The contracts are not renewed.)  Originals are maintained by the President's Office for sixty-five (65) years per item 100.03 of Application 95-12.


Recommendation:
Retain in office for five (5) years following expiration of contract, 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.

150.05
Summer Session Statistics


Dates:

1989 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which indicate various statistics of the summer school program.  Data include enrollment numbers and aggregate breakdowns (per student classification, sex, age, major, minor, residence).  Originals are permanently maintained in the Office of the Vice President for Academic Affairs (as the Academic Information Report).  Northern Illinois University maintains similar statistical reports for two (2) years per item 300.06 of Application 89-27.



Recommendation:
Retain in office for three (3) years, or until expiration of administrative value, whichever is longer, then dispose of.

COLLECTIVE BARGAINING
160.01
Faculty Promotion Files


Dates:

1988 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Alphabetical by name



This record series consists of files used for administering promotions/retention of faculty.  The files denote the criteria used in evaluating the faculty members' teaching background, research, publications, and social service.  Originals of the record series are maintained by the respective department chairs for five (5) years following termination of employment.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

160.02
Grievance Files


Dates:

1978 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Numerical by file number



Contents include grievance statements, witness statements, statement of findings from grievance officer, and related transcripts.



Northern Illinois University maintains Labor Grievance Files for five (5) years following resolution of all grievance levels per item 130.05 of Application 89-24.


Recommendation:
Retain in office for five (5) years following resolution of all grievance levels, 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.

160.03
Labor Agreements and Memoranda of Agreements


Dates:

1978 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of agreements between the administration and collective bargaining units representing instructors, which stipulate management and labor responsibilities during the work day.  



Northern Illinois University maintains Union Contracts for two (2) years following expiration per item 140.04 of Application 89-24.


Recommendation
Retain in office permanently.

160.04
Negotiation Files


Dates:

1989 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of files which are generated as a result of negotiation sessions by management and labor.  Contents include working papers, drafts of agreements, salary schedules, and supporting documents.



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

160.05
Summer School Faculty Rotation Plans


Dates:

1982 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which are used by the university to determine which faculty are eligible to teach summer session courses.  Data include formulae clarification, years of service, and most recent summer teaching assignment.  Originals of the record series are maintained by the respective departments as Class Schedules and Faculty Workload Reports for five (5) years.



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

	
	
	EIU 4 PROGRAM
	
	

	
	
	
	
	

	165.01  
	
	EIU4 Program Scholarship Files (Accepted and Rejected) (Departmental Copies)   
	
	

	
	
	
	
	

	
	
	Dates:
	2003-  
	
	

	
	
	Volume:
	1.5 Cubic Feet/15455 KB  
	
	

	
	
	Annual Accumulation:
	.25 Cubic Feet/9106 KB  
	
	

	
	
	Arrangement:
	Chronological and Alphabetical   
	
	

	
	
	
	
	

	
	
	
This record series consists of files which indicate successful and unsuccessful candidates applying for scholarships within the EIU4 Program. The EIU4 Program was designed to guarantee that all first-time, full-time freshmen who qualify can complete their degrees in four years if they adhere to the program’s requirements. The EIU4 Program and the scholarships are funded by the University

The contents include application forms, statements of awards, request statements, and supporting correspondence.  
The University’s Financial Aid Office maintains Financial Aid Eligibility and Disbursement Folders for five (5) years after graduation or last date of attendance.   
	
	

	
	
	
	
	

	
	
	Recommendation:
	For accepted applicants, retain in office for five (5) years following graduation or last date of attendance, whichever is later, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated. 
Retain files for rejected applicants in office for five (5) years following the date of rejection, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 
10/16/13  


  
	165.02  
	
	Personnel Files (Departmental Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	2002-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of personnel files of EIU4 Program employees. The files summarize work histories of civil service and student employees and contain personnel documents which include: notices of suspension, lay-off, or termination; job classification changes; salary changes; worker’s compensation forms, correspondence; and related materials. 
Original civil service files are maintained by the University’s Human Resource Office. Original student employee files are maintained by the University’s Office of Financial Aid/Student Employment.   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for five (5) years after separation from employment, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 
10/16/13  


	165.03  
	
	Routine Administrative Correspondence and Related Supporting Documents (Originals and Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	2002-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological and Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of incoming and outgoing correspondence and documents for the departments under the EIU4 Program that are exchanged by offices of the university, federal/state/county/local offices, other offices external to the institution, and various outside entities/individuals.


“Routine documents” are defined as:

· Extra copies of documents, blank forms, or reports preserved only for ease of reference or for supply purposes, where one copy has been retained for record purposes;

· letters of transmittal and acknowledgment;

· Non-personally addressed, unsolicited correspondence and communications that originate outside of the College, such as "Deans and Directors" memoranda;

· Requests for publications or information after the requests have been filled;

· Replies to questionnaires, where the summary results have been retained for record purposes,

· Material not filed as evidence of administrative activity or for the informational content thereof, including—

· Working notes, where a final report has been issued

· Documents regarding regular office functions, such as correspondence requesting supplies, scheduling meetings, or informing others of an employee absence, where a record copy of financial or personnel actions is retained in another record series. 

“in a Secure Manner” is defined as:

· Shredding or other methods used to destroy records in a controlled environment so the information contained therein can no longer be viewed or otherwise accessed.

  
	
	

	
	
	Recommendation:
	Retain for three (3) years, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 
10/16/13  


165.04
Attendance Files (Departmental Copies)
	  
	
	  
	
	

	
	
	
	
	

	
	
	Dates:
	2002-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological and Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of employees’ request for leave slips, records of office attendance, vacation time requested by office staff, and related correspondence for EIU4 Program employees. The request for leave data is then electronically entered into the University’s BANNER timekeeping system.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 
as amended 10/16/13  

	165.05  
	
	Fiscal Administration Files (Departmental Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	2002-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement
	Chronological
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of fiscal records including copies of the following: monthly expenditures, purchase orders, requisitions, budget files, budget working files, travel vouchers, related correspondence, reports, budget statements, fund forms, bills, invoices and related vouchers for EIU4 Program employees. Originals are maintained by the University’s Vice President for Business Affairs Accounting Office/Comptroller.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 
as amended 10/16/13  


	165.06  
	
	EIU4  Program Surveys  
	
	

	
	
	
	
	

	
	
	Dates:
	2003-  
	
	

	
	
	Volume:
	½ Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological and Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of surveys for the EIU4 Program which included survey forms and compilation results. The surveys are administered to students in order to assess the effectiveness of the program and identify areas of improvement. The results are then compiled into a comprehensive report.
  
	
	

	
	
	Recommendation:
	Retain for five (5) years after compilation of results, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.
  
	
	Disposition approved 
as amended 10/16/13  


	165.07  
	
	Student Information Files (Accepted and Denied)  
	
	

	
	
	
	
	

	
	
	Dates:
	2002-  
	
	

	
	
	Volume:
	4 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet  
	
	

	
	
	Arrangement:
	Chronological and Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of student information retained on students enrolled in the EIU4 Program.  The files contain:  student application forms, assessment reports and results from the course work completed.  This includes basic student demographic data (e.g. student name, major, number of credit hours and program status).  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain for five (5) years after graduation, or last date of attendance, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated
  
	
	Disposition approved 
10/16/13  

	165.08  
	
	Program, Events, and Promotional Materials
	
	

	
	
	
	
	

	
	
	Dates:
	2002-  
	
	

	
	
	Volume:
	Negligible    
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological and Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of documentation generated for all programs and events generated by the EIU4 Program.  File series contents include promotional handouts, bookmarks, event information, event schedules and agendas.  
	
	


	
	
	Recommendation:
	Retain in the office for two (2) years after the date of the event, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 
as amended 10/16/13  


WOMEN'S ADVOCACY COUNCIL
180.01
Administrative Correspondence and Related Documents


Dates:

1988 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Alphabetical by topic



This record series consists of correspondence exchanged by the Women's Advocacy Council and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

180.02
Annual Reports of the Women's Advocacy Council


Dates:

1991 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the annual operations and accomplishments of the Women's Advocacy Council.  Data include summary of activities, statement of events, committee reports, and treasurers' reports.  Originals of the record series are permanently maintained by the Vice President for Academic Affairs.


Recommendation:
Retain in office for ten (10) 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.

180.03
Articulated Plans


Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which indicate future strategies of the Women's Advocacy Council.  Data include goals/objectives of the council, recommendations of the council, and vision statements.  Originals of the record series are maintained permanently by the Vice President for Academic Affairs.


Recommendation:
Retain in office for five (5) 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.

180.04
Awards File (Originals)


Dates:

1988 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of files which verify recipients of awards within the Women's Advocacy Program.  Contents include name of recipient and related nomination letters.



Recommendation:
Retain in office for three (3) years, then offer to the University Archives for its accessioning.  If such offer is refused by University Archives Staff, then dispose of.

180.05
Contracts with Outside Speakers


Dates:

1988 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of contracts, formulated by the university and outside speakers, which clarify terms for services rendered.  (Contracts are not renewed and are constructed on a per event basis.)  



Agency record copies of the record series are maintained by the agency's Comptroller's Office for ten (10) years following expiration per item 400.11 of Application 84-66.  Original contracts are maintained by the State Comptroller for five (5) years following completion per item 1 of Application 96-31, item 3.


Recommendation:
Retain in office for five (5) years following expiration of contract, 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.

180.06
Fiscal Administration Files


Dates:

1988 -


Volume:
4 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year



Contents include bills, invoices, purchase orders, requisitions, vouchers, budget papers, and supplemental fiscal documents.  Original fiscal records are maintained for a longer period of time by the agency's Vice President for Administration and Finance per Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

180.07
Graduate Assistant Files


Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of files which summarize a student's participation as a graduate assistant within the Women's Advocacy Council.



Contents include an application to the program and student's final report of a study project.  Graduate Student Files are maintained by the Graduate School Office for five (5) years following graduation or date of last attendance.



Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided no litigation is pending or anticipated.

180.08
Minutes of the Women's Advocacy Council (Original)


Dates:

1988 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings of the Women's Advocacy Council and its Executive Committee.


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to University Archives for permanent retention.

180.09
Student Employment Files


Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of files which summarize the work histories of student workers and work-study students.



Contents include Employment Authorization Forms and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per 1700.13 of application 84-66.



Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

WOMEN'S STUDIES MINOR
190.01
Academic Course Proposals (Approved)


Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which explain new courses offered through the Women's Studies Program.  Data include type of credit, content of course, type of teaching method, and name of teacher. 



Originals are permanently maintained by the Vice President's Office of Academic Affairs.  Other departments at the university maintain the record series for three (3) years after supersession.



Recommendation:
Retain in office for three (3) years, then dispose of providing course proposals have been superseded.

190.02
Administrative Correspondence and Related Documents


Dates:

1990 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, 




Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Women's Studies Program and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

190.03
Class Schedules


Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught by this department during a semester.  The class schedule also indicates time, location, name of instructor, credits, the descriptive title of the course, and the maximum number of cards (positions) available for students who might wish to register for the course.  Also included in this record series is the Course and Schedule Changes Following Pre-Registration, which indicates the need to add more student seats to classes which were in demand following pre-registration, new courses and sections added to accommodate over registration, and those courses and sections canceled due to too few registration requests.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

190.04
Course Syllabi


Dates:

1990 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department.  



Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

190.05
Faculty Statements of Interest and Supporting Documents


Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of narrative statements of interest generated by EIU faculty members who are interested 
in teaching (or participating) within the Women's Studies Program.  Other record formats include correspondence and attendant attachments.


Recommendation:
Retain in office for five (5) years following termination of employment of the respective faculty member(s), 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.

190.06
Fiscal Administration Files


Dates:

1990 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office for six (6) years per Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

190.07
Grade Rosters


Dates:

1990 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Numerical by file number



This record series consists of computer printouts generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the students' grades.  Originals are maintained by the Registrar's Office for thirty (30) years per item 230.08 of Application 92-78.



Recommendation:
Retain in office for three (3) years, then dispose of.

190.08
Job Application and Vitae (Not Hired) (Originals)


Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents submitted by individuals seeking faculty positions within the department.  Western Illinois University maintains Inactive Applicant Files for three (3) years per item 426 of Application 85-149.



Recommendation:
Retain in office for three (3) years from the date of receipt, then dispose of.

190.09
Minutes of Various University Committees


Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Originals are permanently maintained by the respective originating committees.


Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

190.10
Minutes of the Women's Study Faculty Meetings (Original)


Dates:

1990 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes pertinent to the meetings of the Women's Study faculty.



Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

190.11E Statistical Program Data (Computer Tapes/Disks)


Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Alphabetical by name, 




Numerical by file number



This record series consists of raw statistical data in the form of breakdowns/aggregates pertinent to students in the Women's Studies Program (i.e., classification, residence, major, grade point).


Recommendation:
Retain computer magnetic tapes/disks in office for two (2) years from date of data entry, then reuse and/or dispose of providing no litigation is pending. (All computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

190.12
Strategic Academic Plans and Program/Review Reports


Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Data include goals of the department, articulated plans, program review/reports (i.e., IBHE Reports), and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

190.13
Student Evaluations of Faculty (Originals)


Dates:

1990 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of forms completed by students evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.



Recommendation:
Retain in office for five (5) 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.

190.14
Student Files


Dates:

1990 -


Volume:
8 Cu. Ft.


Annual Accumulation:
2 Cu. Ft.


Arrangement:
Chronological by year, 




Alphabetical by name



Files include grade reports, graduation requirement checklists, entrance exam scores, pre-enrollment worksheets, memos, and correspondence.  Student's permanent records are permanently maintained by the university's Registrar's Office per item 230.16 of Application 92-78.



Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, then dispose of providing no litigation is pending or anticipated.

STUDENT PUBLICATIONS

	191.01  
	
	Administrative Files and Miscellaneous Correspondence (Originals and Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1975-  
	
	

	
	
	Volume:
	10 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical by topic  
	
	

	
	
	
	
	

	
	
	
This record series consists of incoming and outgoing correspondence exchanged by the Student Publications Office and other offices of the EIU, federal/state offices, and other offices external to this institution.  Files also include memos, drafts, and working papers.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years then transfer to the University Archives.  University Archives staff is to review all accumulations transferred accordingly and dispose of all extraneous materials after  retaining permanently all items having archival value.

  
	
	Disposition

Approved

8/18/04  

	191.02  
	
	Fiscal Administration Files (Originals and Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1986-  
	
	

	
	
	Volume:
	32 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	6 Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by year, Numerical by file number  
	
	

	
	
	
	
	

	
	
	
This record series consists of documents which indicate miscellaneous transactions for the fiscal operation of the Student Publications Office.  Specific data include monthly expenditure reports, ledgers, purchase orders,  invoice vouchers, bills(e.g. customer ad billings), receipts, budget preparation worksheets, check stubs,  correspondence, and supporting documents (e.g. insertion orders).  Most of the information is duplicate with the exception of customer billing records which are original. For duplicate documents within the Student Publication Office, the originals and agency record copies of the series are maintained with the Vice President for Business Affairs per application 84-66:  item 100.05 “Monthly Journal Entries” to the (FAS) Financial Accounting System, retain two (2) years; item 400.08 “Payment Vouchers,” retain six (6) years; item 400.14M “Accounts Payable Financial Activity Systems Report” retain six (6) years; item 400.30 “Purchase Orders, Requisitions, and Supporting Documents,” retain six (6) years; item 500.06 “Check Copies,” retain twenty (20) years;  and item 1900.14 “Final and Published Copies of University Internal Budgets,” retain for three (3) years or until expiration of administrative value, whichever is longer.

  
	
	

	
	
	
	
	

	
	
	Recommendation:
	
For original information  , retain   in office for six (6) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.


For duplicate information, retain   in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.


	
	Disposition

Approved

8/18/04  

	191.03  
	
	Student Publications Board Meeting Minutes (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1998-  
	
	

	
	
	Volume:
	½ Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of proceedings of the Student Publications Board.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office until administration value has expired, then transfer to the University  Archives for permanent retention.

  
	
	Disposition

Approved

8/18/04  

	191.04  
	
	Personnel Files (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1973-  
	
	

	
	
	Volume:
	2 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	Alphabetical by name  
	
	

	
	
	
	
	

	
	
	
This record series consist of files which summarize work histories of employees at the Student Publications Office.  Files include letters of recommendation, positive time rosters, time cards, and annual evaluation forms.  Original “Personnel Files” are maintained by the University for sixty-five (65) years per item 100.05 of Application 95-12.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for five (5) years following  termination/ separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

  
	
	Disposition

Approved

8/18/04  

	191.05  
	
	Strategic Academic Plans (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	½ Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of documents which emphasize the present/future goals of the department in terms of education and operations.  Data include goals of the department, articulated plans, program reviews, and performance indicators of academic strengths/weaknesses.  Originals are permanently maintained by the Vice President of Academic Affairs per item 100.03 of application 96-32.  Other departments of the university maintain the record series for five (5) years (e.g. item 270.16 of application 96-32).  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain   in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated  
	
	Disposition

Approved

8/18/04  


               CENTER FOR ACADEMIC SUPPORT AND ACHIEVEMENT (CASA)
CASA OFFICE

200.01
Administrative Correspondence and Related Documents


Dates:

1978 -


Volume:
18 Cu. Ft.


Annual Accumulation:
3 Cu. Ft.


Arrangement:
Chronological by year, 




Alphabetical by topic



This record series consists of correspondence exchanged by the Dean's Office of University Studies and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 24 of Application 84-64 in order to change the description of the record series and to provide for weeding of the documents by the University Archives.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.


200.02 Budget Files

Dates:
1978-


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological/Numerical



This record series consists of budget records for University Studies including monthly expenditure reports, ledgers, purchase orders, invoice vouchers, bills, receipts, budget preparation workpapers, and correspondence.



The agency record copies of this record series are maintained by the Business Office.



This item supersedes State Records Application 84-64, item 25, in order to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


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


200.03
Faculty Advisory Committee Meeting Minutes


Dates:

1978 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by name



This record series consists of minutes of proceedings of the Faculty Advisory Committee.



Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to University Archives for permanent retention.


200.04
Minutes of University Committees and Organizations


Dates:

1978 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of copies of minutes of proceedings of various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently by the respective originating organizations.



Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.


200.05
Personnel Files


Dates:

1979 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of letters of commendation of employees in the Counseling Center, Academic Assistance Office, Testing Services, and Disability Services.  These files may also contain acknowledgements of research and copies of articles published by the staff.  The originals of the record series are forwarded to the President's Office for inclusion in the employee's personnel file.



This item supersedes State Records Application 84-64, item 26, in order to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office following separation of employee, then dispose of providing no litigation is pending or anticipated.


200.06
Retention Reports and Student Surveys


Dates:

1985 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of periodic reports on attrition rates at EIU, enrollment surveys, master file data (employee, student), ACT scores, and other raw data for aggregate comparisons.



This item supersedes item 27 of Application 84-64 in order to change the description of the record series and to decrease the retention period from fifteen (15) years to five (5) years.


Recommendation:
Retain in office for five (5) years, then dispose of.

200.07
Strategic Academic Plans and Program Reviews/Reports


Dates:

1978 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the department's present and future academic programs.  Data include goals of the department, articulated plans, program review/reports (i.e., IBHE Reports), articulated plans, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

	200.08  
	
	Administrative Correspondence and Related Supporting Documents  
	
	

	
	
	
	
	

	
	
	Dates:
	2000-  
	
	

	
	
	Volume:
	1 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of correspondence exchanged by the Executive Director of the Center for Academic Support and Assessment (CASA) and other offices of the university, federal/state offices, and other offices external to the institution. The files also include memos, copies of initial drafts, working papers, and related supporting documents.

Definitions: 

“Routine documents” are defined as: 
· Extra copies of documents, blank forms, or reports preserved only for ease of reference or for supply purposes, where one copy has been retained for record purposes;

· letters of transmittal and acknowledgment;

· Non-personally addressed, unsolicited correspondence and communications that originate outside of the College, such as "Deans and Directors" memoranda;

· Requests for publications or information after the requests have been filled;

· Replies to questionnaires, where the summary results have been retained for record purposes,

· Material not filed as evidence of administrative activity or for the informational content thereof, including—

· Working notes, where a final report has been issued

· Documents regarding regular office functions, such as correspondence requesting supplies, scheduling meetings, or informing others of an employee absence, where a record copy of financial or personnel actions is retained in another record series. 

“in a Secure Manner” is defined as:

· Shredding or other methods used to destroy records in a controlled environment so the information contained therein can no longer be viewed or otherwise accessed.


This item supersedes State Records Application 96-32, item 200.01to revise the records series description (to note the administrative change from Dean of University Studies to CASA) and the recommendation (to include “destroy in a secure manner or delete from the system”) per agency request.   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years, then destroy any routine documents in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated. Transfer any remaining accumulation to the University Archives for permanent retention.

  
	
	Disposition approved as amended 3/20/13  

	200.09  
	
	Budget Files (Departmental Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	2000-  
	
	

	
	
	Volume:
	8 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological/Numerical  
	
	

	
	
	
	
	

	
	
	
This record series consists of departmental copies of budget records for Center for Academic Support & Assessment (CASA) including monthly expenditure reports, ledgers, purchase orders, invoice vouchers, bills, receipts, budget preparation work papers, and correspondence.


The agency record copies of this record series are maintained by the University’s Business Office.


This item supersedes 96-32, item 200.02 in order to revise the records series description (to note the administrative change from Dean of University Studies to CASA) and the recommendation (to include “destroy in a secure manner or delete from the system”) per agency request.   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) fiscal years, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved as amended 3/20/13  


	200.10  
	
	Minutes of University Committees and Organizations  
	
	

	
	
	
	
	

	
	
	Dates:
	2003-  
	
	

	
	
	Volume:
	5 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of original minutes of proceedings of Committee for the Assessment of Student Learning (CASL), Committee on Retention Efforts (CORE), Faculty Advisory Committees and University Foundations Advisory Committee (UFAC).  


This item supersedes, 96-32, items 200.03 and 200.04 in order to revise the record series description (to note the administrative change from Dean of University Studies to CASA) and the recommendation (to extend the retention period to permanent) per agency request.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for ten (10) years, then transfer to the University Archives for permanent retention.

  
	
	Disposition approved 3/20/13  

	200.11  
	
	Personnel Files (Civil Service, Administrative Professional, Student Employees, and Graduate Assistants) (Departmental Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	1994-  
	
	

	
	
	Volume:
	1.5 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of copies of personnel files for the Departments under the Center for Academic Support & Assessment (CASA) that summarizes the work histories of civil service, administrative professional, student employees, and graduate assistants.  The files contain personnel documents which may include: notices of suspension, lay-off, or termination; job classification changes; salary changes and workers compensation forms.  Original civil service files are maintained by the University’s Human Resource Office, original Administrative Professional files are maintained by the Office of the Vice President for Academic Affairs, original student employee files are maintained by the University’s Office of Financial Aid/Student Employment, and original graduate assistant files are maintained by the University’s Graduate School Office.
This item supersedes State Records Application 96-32, item 200.05 in order to revise the records series description (to note the administrative change from Dean of University Studies to CASA) and the recommendation (to include “destroy in a secure manner or delete from the system”)  per agency request.   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five years after the date of graduation or separation from employment, whichever is later, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary and no litigation is pending or anticipated.

  
	
	Disposition approved as amended 3/20/13  


	200.12  
	
	Retention Reports and Student Surveys  
	
	

	
	
	
	
	

	
	
	Dates:
	2000-  
	
	

	
	
	Volume:
	6 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of periodic reports retained by the Center for Academic Support and Assessment on retention rates at EIU, enrollment surveys, master file data (student), ACT scores, and other raw data for aggregate comparisons.


Original reports are maintained by Planning & Institutional Studies and the Provost’s Office.


This item supersedes 96-32, 200.06 to revise the record series description (to note the administrative change from Dean of University Studies to CASA) and the recommendation (to include “destroy in a secure manner or delete from the system”) per agency request.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated. 

  
	
	Disposition approved 3/20/13  

	200.13  
	
	Strategic Academic Plans and Program Reviews/Reports  
	
	

	
	
	
	
	

	
	
	Dates:
	2000-  
	
	

	
	
	Volume:
	½ Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of documents retained by the Center for Academic Support and Assessment which summarize the present and future academic programs for the departments. The data includes goals of the departments, articulated plans, program review/reports (i.e., IBHE Reports), articulated plans, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Vice President for Academic Affairs.  



This item supersedes, 96-32 200.07 to revise the record series description (to note the administrative change from Dean of University Studies to CASA) and the recommendation (to include “destroy in a secure manner or delete from the system”) per agency request.   
	
	


	
	
	Recommendation:
	Retain in office for five (5) years, then destroy in a secure manner of delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved as amended 3/20/13  

	200.14  
	
	Assessment Data & Committee of Assessment & Student Learning (CASL) Reports  
	
	

	
	
	
	
	

	
	
	Dates:
	2001-  
	
	

	
	
	Volume:
	5 Cubic Feet / 1.5 GB  
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet / 150 MB  
	
	

	
	
	Arrangement:
	Saved by submission number and student E# for electronic writing portfolio EWP  
	
	

	
	
	
	
	

	
	
	
This record series consists of student online submissions of data to the Electronic Writing Portfolio files along with faculty ratings. The file series includes rating sheets that are completed by faculty for evaluating speeches given by students in various university courses. The records also include other assessment reports and results from the on-line completion of the global survey which is designed to collect data from students about their views on various issues.    
	
	

	
	
	
	
	

	
	
	Recommendation: 
	Retain in the office for five (5) years, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 3/20/13  

	200.15  
	
	Electronic Writing Portfolio Files  
	
	

	
	
	
	
	

	
	
	Dates:
	2001  
	
	

	
	
	Volume:
	45 Cubic Feet /4 GB  
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet /1 GB  
	
	

	
	
	Arrangement:
	By academic year, by student last name  
	
	

	
	
	
	
	

	
	
	
The Electronic Writing Portfolio (EWP) is the method by which the University is able to ensure that all graduates communicate as effective writers; it is a requirement for all EIU students.  The portfolio is a compilation of three samples of a student’s writing.  Those three EWP submissions may come from any undergraduate course for which the student has completed an appropriate writing assignment.


This item supersedes State Records Application 96-32, item 230.09 in order to revise the record series title, description (to note the administrative change from Dean of University Studies to CASA), reduce the retention period from ten (10) years to five (5) years and include “destroy in a secure manner or delete from the system”)  per agency request..  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for five (5) years after graduation or date of last attendance, whichever is later, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved as amended 3/20/13  

	200.16  
	
	University Foundations Course Files  
	
	

	
	
	
	
	

	
	
	Dates:
	2000-  
	
	

	
	
	Volume:
	14 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet   
	
	

	
	
	Arrangement:
	By semester  
	
	

	
	
	
	
	

	
	
	
The University Foundations course was created to provide assistance to incoming EIU freshman.  The courses are taught by various faculty members and other qualified employees of EIU and are designed to acclimate freshman to college life (e.g. time management) and increase student retention.  File series contents include; course syllabi, workshop materials, faculty information, and copies of annual reports.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years from the end of each course, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary,  and no litigation is pending or anticipated.  
	
	Disposition approved 3/20/13  

	  
	
	  
	
	

	
	
	
	
	

	200.17  
	
	Alumni Survey Data Files  
	
	

	
	
	
	
	

	
	
	Dates:
	(2001-2012)  
	
	

	
	
	Volume:
	14 Cubic Feet/1 GB  
	
	

	
	
	Annual Accumulation:
	N/A  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of data that was compiled from surveys submitted to EIU alumni to request information which was then used by the University’s Office of Planning and Institutional Studies in the generation of reports to the Illinois Board of Higher Education (IBHE).  The data included the name, address, major/minor, graduate school attended, email address and phone number of alumni.  In addition, the data also included the alumni’s type of current employment, job satisfaction, relation of job to their college degree, etc.


These surveys were discontinued by the Center for Academic Support and Achievement in 2012.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for two (2) years from compilation date, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 
as amended 2/19/14  


CENTER FOR ACADEMIC SUPPORT AND ACHIEVEMENT (CASA)
ACADEMIC ADVISING CENTER
210.01
Budget Files


Dates:

1977 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of budget records for the Academic Assistance Office including monthly expenditure reports, ledgers, purchase orders, invoice vouchers, bills, receipts, budget preparation workpapers and related correspondence.



The agency record copies of this record series are maintained by the Business Office.



This item supersedes State Records Application 84-64, item 28, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

210.02
Personnel Files of Student Advisors


Dates:

1978 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of Academic Assistance Office's copy of advisor's personnel files.  Files contain the advisor's work schedules, letters of recommendation, copies of contracts and evaluations.



This item supersedes State Records Application 84-64, item 29, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.) 

Recommendation:
Retain five (5) years in office following separation of employee, 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.

210.03
Student Advisement Folders (Originals)


Dates:

1991 -


Volume:
60 Cu. Ft.


Annual Accumulation:
10 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of inactive student advisement folders of students who have not declared a major. Student advisement folders of students who have declared majors are transferred to the faculty advisor in the department of the student's major.



Advisement folders contain grade reports, major/degree change request forms, pre-enrollment work sheets, grade change notices, academic waivers, and evaluation of transfer work.



This item supersedes State Records Application 84-64, item 30, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in the office for five (5) years after the matriculation date, then dispose of.

	210.04  
	
	Student Employment Files (Departmental Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	1990-  
	
	

	
	
	Volume:
	2 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by fiscal year and Alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of files which summarize the work histories of students within the “Work Study Program” and the “Student Employment Program.” The file series contents include work assignment records (i.e. name of student, name of supervisor, number of hours worked per week), employment authorization forms and time sheets.  


The University’s Payroll Office maintains original Employment Authorization forms for “six (6) years following separation/termination of employment and (if applicable) the final settlement” per item 300.03 of Application 11-55.  


 Original Work Study/Student Employment files are maintained by the University’s Financial Aid Office for “five (5) years following graduation or date of last attendance” per item 900.27 of State Records Application 96-32.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after graduation or date of last attendance, then destroy in a secure manner or delete from the system, provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 10/16/13


COLLEGE OF BUSINESS & APPLIED SCIENCES
SUSTAINABLE ENTREPRENEURSHIP THROUGH EDUCATION AND DEVELOPMENT (SEED) CENTER
220.01
Administrative Correspondence and Related Documents


Dates:

1989 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, 




Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Business/Technology Institute Program and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.  (Certain data within the record series dated from 1989 is solely on electronic diskette.)


Recommendation:
For hardcopy data, retain three (3) years in office, then transfer to the University Archives.  Archives staff is to review all accumulations transferred accordingly and dispose of all extraneous materials under authority of this records disposition application (if approved).  All accumulations of the series which remain after such Archives staff reviews and disposals are to be transferred to University Archives custody for permanent retention.



For information on electronic media, retain computer magnetic diskettes in office for three (3) years from the date of data entry, then with the assistance of University Archives staff, review the series and transfer any information possessing archival value to the University Archives for permanent retention and erase all extraneous material.  (All computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

220.02
Course Syllabi


Dates:

1985 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department.  



Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

220.03
Trainer Evaluation Files


Dates:

1993 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of trainer evaluations by the participants external to EIU.  (Participants receive training in Business/Technology.)  


Recommendation:
Retain in office for five (5) years following termination of employment, 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.

220.04
Instructor and Business Contract Files


Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of agreements by the department and businesses or the department and individual instructors which concern the training/consul of industrial staff external to Eastern Illinois University.  (Agreements are not renewed and vary in terms of duration.)



Contents include the contract form and related payment authorizations.



Contracts by the department and individual instructors are on electronic disk whereas agreements by the department and external businesses are on hardcopy format.  Original "Employment Contracts" by the department and individual instructors are maintained by the President's Office for sixty five (65) years per item 100.03 of Application 95-12.  Original Illinois Educational Consortium Contracts by the department and external businesses are maintained for five (5) years by the Purchasing Office per item 1000.01 of Application 84-66.


Recommendation:
For documents on hardcopy format, retain in office for five (5) years following completion of contract, 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.  



For information on electronic disk, retain computer magnetic disks in office for five (5) years following completion of contract, then reuse and/or dispose of providing no litigation is pending.  (All computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

220.05
Small Business Institute Files


Dates:

1990 - 1995 


Volume:
4 Cu. Ft.


Annual Accumulation:
--


Arrangement:
Chronological by year



This record series consists of files which summarize student consultations of area businesses through on-site analysis/involvement.  (The program was terminated in 1995 due to lack of government funding.)



Contents include agreements by the business and the department; final reports; grant data (i.e., proposals, applications); and completion sign-off documents.  (No other distribution of the record series exists within EIU.)


Recommendation:
Retain in office for six (6) years following completion of grant program, 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.

220.06
State Grant File


Dates:

1993 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of files which survey the department's participation in grant programs offered by the General Assembly and the State Board of Education (i.e., Prairie State Grant used for training of staff within industries, Higher Education Grants used for program implementation and research).



Contents include contracts by the state and the BTI, by the specific business and the Department, by individual instructors and the department; listing of participants; employer's certification page; and supporting invoices.  (Contracts are not renewed and vary in duration.)  The Office of Grants/Research maintains "Trustees Grant Reports" for six (6) years per this application.


Recommendation:
Retain in office for five (5) years following the termination and/or completion of the corresponding grant project(s), then dispose of providing all audits (federal and state) have been completed under the supervision of the Auditor General, if necessary, no litigation is pending or anticipated, and providing all final reports of the grant program results are first offered to the University Archives for its acquisition and permanent retention.

220.07
Strategic Academic Plans and Program Reviews/Reports


Dates:

1989 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the department's present and future programs.  Data include goals of the department, articulated plans, and various performance indicates of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Vice President for Academic Affairs.



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

220.08
Student Employment and Work Study Files


Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the "Work Study Program" and "Student Employment Program."



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week); Employment Authorization Forms; and time sheets.  The agency's Payroll Office maintains original "Employment Authorization Forms" for six (6) years following separation/termination of employment and (if applicable) the final settlement per 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the University's Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.



Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

	220.09  
	
	Fiscal Administration Files (Departmental Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	2007-  
	
	

	
	
	Volume:
	100 Cubic Feet / 5 GB  
	
	

	
	
	Annual Accumulation:
	25 Cubic Feet / 1.25 GB  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of fiscal records including copies of the following:  monthly expenditures, purchase orders, requisitions, budget files, budget working files, travel vouchers, fiscal reports, budget statements, fund forms, bills, invoices and related vouchers and all related correspondence.  Originals are maintained by the University’s Vice President for Business Affairs accounting Office/Comptroller.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary and no litigation is pending or anticipated.  
	
	Disposition approved 

5/21/14  


STUDENT SUCCESS CENTER

	225.01  
	
	Fiscal Administration Files   
	
	

	
	
	
	
	

	
	
	Dates:
	2007-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by fiscal year  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of fiscal records including copies of the following: monthly expenditures, purchase orders, requisitions, budget files, budget working files, travel vouchers, related correspondence, fiscal reports, budget statements, fund forms, bills, invoices and related vouchers. Originals are maintained by the University’s Vice President for Business Affairs Accounting Office/Comptroller.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 8/20/14  


  
	225.02  
	
	Personnel Files   
	
	

	
	
	
	
	

	
	
	Dates:
	2007-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of personnel files for the Student Success Center that summarizes work histories of civil service, administrative professional, and student employees. Files contain personnel documents which may include: notices of suspension, lay-off, or termination; job classification changes; salary changes; worker’s compensation forms, correspondence; and related materials. Original civil service files are maintained by the University’s Human Resource Office. Original Administrative Professional files are maintained by the Office of the Vice President for Academic Affairs. Original student employee files are maintained by the University’s Office of Financial Aid/Student Employment. Original graduate assistant files are maintained by the University’s Graduate School Office.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain in office for five (5) years after separation from employment, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 8/20/14  


	225.03  
	
	Administrative Correspondence and Related Supporting Documents   
	
	

	
	
	
	
	

	
	
	Dates:
	2007-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of incoming and outgoing correspondence and documents for the departments under the Student Success Center that are exchanged by offices of the university, federal/state/county/local government offices, other offices external to the institution, and various outside entities/individuals.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years after date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved
as amended 8/20/14  

	225.04  
	
	Attendance Files   
	
	

	
	
	
	
	

	
	
	Dates:
	2014-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of employees’ request for leave slips, records of office attendance, vacation time requested by office staff, and related correspondence. The request for leave data is then electronically entered into the University’s BANNER timekeeping system.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) year after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 8/20/14  


	225.05  
	
	Student Retention Program Files   
	
	

	
	
	
	
	

	
	
	Dates:
	2007-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	By semester, by topic  
	
	

	
	
	
	
	

	
	
	
This record series consists of files retained on various projects that are designed to assist student retention and academic success.  This includes informational programs and presentations for incoming freshman, re-instated students (dismissed and return), referrals to Student Success Center, and information regarding academic warnings.    
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) year after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 8/20/14  

	225.06  
	
	Annual Reports  
	
	

	
	
	
	
	

	
	
	Dates:
	2007-  
	
	

	
	
	Volume:
	½ Cubic Foot  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of departmental copies of annual reports.  Original annual reports are retained by the Director of the Center for Academic Support and Achievement (CASA).   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.    
	
	Disposition approved 8/20/14  


TESTING AND EVALUATION
230.01
Exam Answer Sheets (Originals)


Dates:

1982 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological/Numerical



This record series consists of the scanable answer sheets used for the Health Competency Exam, Constitution Test, and scanable sheets and written material for the Writing Competency Examination.



This item supersedes State Records Application 84-64, item 36, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain Health and Constitution scanable sheets in office for one (1) year and written materials in office for two (2) 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.



Retain all Writing Competency Examinations of students who have passed the test in office for two (2) years retention, then dispose of.  Retain Examinations of those students who have failed the test in office for seven (7) years retention, 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.

230.02
Exams - College Entrance Test Card File (Originals)


Dates:

1979 - 1994


Volume:
28 Cu. Ft.


Annual Accumulation:
--


Arrangement:
Alphabetical by name



This record series consists of the ACT and SAT and Miller Analogies Test score reports on hardcopy.



This application item supersedes item 37 of Application 


84-64 in order to note closure of the record series at 1994.  (No change in the retention period is proposed.)



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

230.03
Exam-Master Score Sheets (Originals)


Dates:

1982 -


Volume:
10 Cu. Ft.


Annual Accumulation:
1 1/2 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of the master score sheets for the Writing Competency Exam.



This item supersedes State Records Application 84-64, item 38, in order to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain the master score sheets for ten (10) 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.

230.04
Exams - Pass - Fail Listings (Originals)


Dates:

Writing Competency - 1982




Health - 1981




Constitution - 1976


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Numerical by file number



This record series consists of computer listings of exam results for the Health Competency Exam, Constitution Exam and the Writing Competency Exam.  This report shows the name and social security number of each student taking the test and whether or not the student passed or failed.  Copies of the record are sent to several campus offices.



This item supersedes State Records Application 84-64, item 39, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for ten (10) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

230.05
Exams - Reader Score Sheets (Originals)


Dates:

1984 -


Volume:
2 Cu. Ft.


Annual Accumulation:
2 Cu. Ft.


Arrangement:
Alphabetical



This record series consists of reader score sheets for the Writing Competency Examination.



This item supersedes State Records Application 84-64, item 41, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for two (2) months, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

230.06
Exams - Student Admission Tickets (Originals)


Dates:

1984 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of tickets to admit students to exams.  Tickets also contain student signatures authorizing billing procedures.



This application item supersedes item 42 of Application 84-64 in order to increase the retention period from 1 month after the exam to three (3) years.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

230.07
Institutional Research and Assessment Data (Originals)


Dates:

1994 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological by year, 




Alphabetical by name, 




Numerical by file number



This record series consists of documents containing raw statistical data used by the department to created research and comparison studies.



Recommendation:
Retain in office for two (2) years, then dispose of.

230.08
Personnel Files (Civil Service, Professional Administration) (Duplicates)


Dates:

1975 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the University's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

230.09
Writing Competency Examinations


Dates:

1982 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This application item supersedes item 43 of Application 84-64 in order to change the retention period from "retain two (2) copies permanently" to "retain ten (10) years".

Recommendation:
Retain in office for ten (10) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

	  230.09
	
	Writing Competency (WCE) and Test of Achievement and Proficiency (TAP) Examinations)  
	
	

	
	
	
	
	

	
	
	Dates:
	1982-  
	
	

	
	
	Volume:
	½ Cu. Ft.   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of test/score sheets of EIU students, both past and present, who were administered either the Writing Competency Exam or the TAP Examination.  File series contents include; WCE/TAP scantrons, completed essays, and testing materials (from previous fails that have since passed.)


This item supersedes item 230.09 of Application 96-32 in order to revise that record series description title to include “TAP” exams.  (No other revision of the previously approved disposition is proposed.)  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for ten (10) 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 8/20/03


230.10
Writing Competency Summary Data


Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by test date



This record series contains summary data reports for each Writing Competency Examination.



This item supersedes State Records Application 84-64, item 40, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for ten (10) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

	230.11  
	
	Student Evaluations of Faculty (Duplicates) (Hardcopy and Electronic)  
	
	

	
	
	
	
	

	
	
	Dates:
	1992-  
	
	

	
	
	Volume:
	5 Cubic Feet/1.5 GB   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet / 150MB  
	
	

	
	
	Arrangement:
	Chronological by semester/alphabetical by faculty member  
	
	

	
	
	
	
	

	
	
	
This record series consists of student evaluations of faculty maintained by the Department of Academic Assessment and Testing. The evaluation forms are completed by the students and then forwarded to the Academic Assessment and Testing Office for data entry (scanned since 2005).  The original completed forms are then returned to the offices of the respective department chairpersons.  In addition, the individual faculty member receives a copy for his files.  The scanned data is currently being retained electronically by the Academic Assessment and Testing Office for possible reference by the faculty member in the event of a lost/misplaced copy of his evaluation form.  The record series also includes copies of log sheets used to track the evaluation forms, timeline schedules and related correspondence including memos to and from faculty members.  “Evaluations of Faculty, Students, and Department Chairs” are maintained for a period of five (5) years by item 100.015 of State Records application 07-08 (SIU-Edwardsville).  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years lapsed from the date of the evaluations, then destroy in a secure manner or delete from system providing all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 4/15/09  

	230.12  
	
	Fiscal Administration Files (Duplicates) (Hardcopy and Electronic)  
	
	

	
	
	
	
	

	
	
	Dates:
	1980-  
	
	

	
	
	Volume:
	5 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by fiscal year  
	
	

	
	
	
	
	

	
	
	
This record series consists of copies of purchase orders and requisitions, copies of payroll transaction reports,  copies of travel vouchers, agency account information, etc. Original purchase orders and requisitions are maintained by the University’s Purchasing Department, original transaction reports are maintained by the University’s Payroll Office and other account information/travel vouchers are maintained by the University’s General Business Office.  
	
	


	
	
	Recommendation:
	Retain in the office for three (3) years after the date of generation, then destroy or delete from the system provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 4/15/09  


DISABILITY SERVICES
240.01
Administrative Correspondence and Related Documents


Dates:

1992 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 





Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Disability Services and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

240.02
Contracts for Disability Services


Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 





Alphabetical by name



This record series consists of agreements, by the university and private vendors/teachers assistants, pertinent to improvement programs for various participants (i.e., students, faculty, EIU staff).  Contracts are renewed on an annual basis.



Agency record copies are maintained by the Purchasing Office for five (5) years per item 1000.01 of Application 84-66.  Originals are maintained by the Comptroller's Office for five (5) years following completion per item 3 of Application 96-31.


Recommendation:
Retain in office for five (5) years following expiration of the contract, then dispose of.

240.03
Fiscal Administration Files


Dates:

1992 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office for six (6) years per miscellaneous fiscal items of Application 84-66.



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

240.04
"Americans With Disabilities Act" Program Participant Files


Dates:

1986 -


Volume:
4 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft;


Arrangement:
Alphabetical by name



This record series consists of files which summarize assessment/improvement programs for students, faculty, or university staff who possess physical or mental impairment (based on the "Americans With Disabilities" Act).



Contents include application forms, release of information forms, request for specific needs assessment, case notes, and documents from licensed professionals assessing the impairment.



SIU-C maintains Student Files (Disabled) for five (5) years following date of last attendance per item 420.05 of Application 87-64.


Recommendation:
For student participants, retain in office for five (5) years following date of last attendance, 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.  For non-student participants, retain in office for five (5) years following the final delivery of all program services, 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.

240.05
Personnel Files (Civil Service, Administrative Professional 


Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are to be maintained by the university's Personnel Office for sixty five (65) years per this application.



Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

240.06
Student Contact Log (Originals)


Dates:

1992 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents listing students, faculty, and EIU staff who receive benefits/services from mental/physical impairment assistance programs.



Data include date of contact, name, type of student/staff, type of contact, telephone number, and reason for visit.  The Disability Services Office maintains Participant Files for five (5) years following last date of attendance or five (5) years following final treatment per this application.



Recommendation:
Retain in office for five (5) years from the date of last contact, then dispose of providing no litigation is pending or anticipated.

240.07
Student Employment and Work Study Files


Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week); Employment Authorization Forms; and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the University's Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of application 92-78.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

FACULTY DEVELOPMENT
250.01E Budget Files


Dates:

1989 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of budget records including monthly expenditure reports, ledgers, purchase orders, invoice vouchers, bills, receipts, travel stipends, grant related information (budget expenditures), and related correspondence.



The agency record copies are maintained by the University's Business Office.



This application item supersedes item 33 of Application 84-64 in order to change the description and to change the media of the record series from hardcopy to electronic.

Recommendation:
Retain the computer tape/disk data for three (3) years following the date of data entry, then reuse and/or 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 computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

250.02
Foreign Exchange Program Files (Discontinued)


Dates:

1982 - 1996


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of Foreign Exchange Program Agreements showing the arrangements for the stipends, how the research developed by the scholars is to be shared, the dates of the program, the names of the participants, and the president's authorization to enter into the exchange.



This record series consists primarily of correspondence exchanged by the presidents concerning the program and also contains copies of the participating universities' current catalogs.



This application item supersedes item 35 of Application 84-64 in order to note closure of the record series at 1996.  (No change in the retention period is proposed.)


Recommendation:
Retain in office until the close of calendar year 1999, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

250.03
IAP-66 Forms and Related Questionnaires (Discontinued)


Dates:

1982 - 1996


Volume:
Negligible


Annual Accumulation:
--


Arrangement:
Alphabetical by name



The university receives copies of IAP 66 Forms from exchange visitors in (J-1) states.  The agency uses this record series to answer inquiries from the FBI.  The IAP 66 Form is usually completed by persons who are planning to come to the United States as exchange professors.  This form shows the applicant's name, sex, country of which the applicant is a resident, the applicant's present position in his/her country, place of birth, date of birth, the address where the applicant will live in the United States, and names, date of birth and place of birth of any member(s) of the applicant's family who will accompany the applicant.



This record series may also contain a copy (pink) of Form OMR-109-R0017 entitled "International Communication Agency - Associate Directorate for Educational and Cultural Affairs - Certificate of Eligibility for Exchange Visitor (J-1) Status."  The purpose of this form is to indicate that an exchange visitor is beginning a new program, extending an ongoing program, transferring to a different program, replacing a list form, or to permit a visitor's immediate family to enter the U.S. separately.



This application item supersedes item 32 of Application 84-64 in order to note closure of record series.  (No change in the retention period is proposed.)



Recommendation:
Retain in office until the close of calendar year 2000, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

250.04
Workshop Records


Dates:

1980 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Alphabetical by name



This record series consists of planning documents for workshops, evaluations, and cost figures to conduct the workshop.



This application item supersedes item 34 of Application 84-64 in order to change the retention period from "retain at discretion of agency" to thirty (30) days.


Recommendation:
Retain in office for thirty (30) days, then dispose of.

COLLEGE OF ARTS & HUMANITIES

DEAN OF ARTS & HUMANITIES

260.01
Administrative Correspondence and Related Documents

Dates:

1961 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, 




Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Dean's Office of Arts/Humanities and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.  



This application item supersedes items 87 and 406 of Application 84-64 in order to change the description of the record series and to provide for a uniform three (3) year office retention period.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

260.02
Course Outlines (Originals)

Dates:

1981 -


Volume:
1 Cu. Ft.


Annual Accumulation:
--


Arrangement:
Chronological by year



The head of each department is responsible for maintaining the original course outlines for all approved courses which are offered within the department.  A typical course outline contains:  course format, textbooks to be used, and exam evaluations.



This application item supersedes item 408 of Application 84-64 in order to provide for closure of the record series in 1992.  (No change in the retention period is proposed.)


Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

260.03
Enrollment Count Files

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year




Alphabetical by name



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports).



This application item supersedes items 86, 417, and 418 of Application 84-64 in order to change the description of the record series and to increase the retention period from three (3) years to five (5) years.

Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

260.04
Faculty Personnel Files

Dates:

1992 -


Volume:
2 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include:  copies of requests for leaves of absences, absence and sick leave DATA, correspondence with/regarding leaves of absences, evaluations by chair and other staff, and grievances form copies.  Originals of the record series are permanently maintained by the President's Office per item 100.01 of Application 95-12.



This item supersedes items 89, 92, 404, and 410 of Application 84-64 in order to change the description of the record series and to provide a uniform retention period of five (5) years following termination of employment.

Recommendation:
Retain in office for five (5) years following termination of employment, 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.

260.05
Faculty Summer Rotation Plans

Dates:

1992 -


Volume:
1 Notebook


Annual Accumulation:
1 Notebook


Arrangement:
Chronological



This record series consists of summer faculty assignment charts showing the employee's name and year last assigned to work the summer term.  Statements of policy, approval of the rotation plans and other related correspondence are also included.



This item supersedes State Records Application 84-64, item 90, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office then dispose of providing no litigation is pending or anticipated.

260.06
Fiscal Administration Files

Dates:

1994 -


Volume:
10 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office for six (6) years per Application 84-66.



This item supersedes items 85, 407, and 411 of Application 84-64 in order to change the description of the record series and to provide for a uniform retention period of three (3) years.

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

260.07
Job Applications and Vitae (Not Hired) (Originals)

Dates:

1994 -


Volume:
9 Cu. Ft.


Annual Accumulation:
1 1/2 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of documents from individuals seeking faculty positions within the department.  Western Illinois University maintains "Inactive Applicants Files" for three (3) years per item 426 of Application 85-149.



This item supersedes State Records Application 84-64, items 409 and 415, in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of.

260.08
List of Majors

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which indicate students majoring in Arts/Humanities.  Data include name, social security number, class standing, and GPA.



This application item supersedes item 412 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years, then dispose of.

260.09
Minutes of Dean's Staff and Committee Chairs

Dates:

1989 -


Volume:
4 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to the dean's staff and committee chairs.



This application item supersedes items 93 and 94 of Application 84-64 in order to change the description of the 


record series.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

260.10
Minutes of Various Organizations

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently by the respective organizations.


Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

260.11
Personnel Files (Civil Service, Administrative Professional)

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are to be maintained by the university's Personnel Office for sixty-five (65) years per this application.



Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

260.12
Program Reviews

Dates:

1981 -


Volume:
1/4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of internally-produced reviews of the academic programs which exist at EIU in terms of student enrollments, placement of graduates, costs of delivering the educational programs and any other information which serves as criteria for evaluating the educational and economic benefit of the program to Illinois post secondary education.  Program reviews are traditionally completed in five-year cycles and submitted to the Board of Higher Education for their analysis and action.



This item supersedes State Records Application 84-64, item 413, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain program review documents in office until superseded by more current review materials, then transfer to University Archives for permanent retention.

260.13
Property Control Files

Dates:

1994 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.



This item supersedes item 414 of Application 84-64 in order to change the retention period from "until superseded" to "three years."

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

260.14
Strategic Academic Plans and Annual Reviews/Reports

Dates:

1992 -


Volume:
1 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of documents which summarize the department's present and future academic programs.  Data include goals of the department, articulated plans, annual reviews/reports (IBHE), and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



This application item supersedes item 84 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years, then dispose of.

260.15
Student Files

Dates:

1992 -


Volume:
42 Cu. Ft.


Annual Accumulation:
3 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by name



Files include grade reports; evaluations of transfer credits; graduation requirement checklists; entrance exam and student test scores; pre-enrollment worksheets; memos; and correspondence.  Students' permanent records are permanently maintained by the university's Registrar's Office per item 230.16 of Application 92-78.



This application item supersedes items 88, 95, 416 and 418 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, then dispose of providing no litigation is pending or anticipated.

260.16
Waiver Appeals

Dates:

1992 -


Volume:
1/4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



Waivers are completed by students when they want to take one course in place of another course.  This record series consists of the appeals of the committee of Deans of waivers which were not approved when first applied for.  The original of this record series is filed in the Registrar's Office.



This item supersedes State Records Application 84-64, item 96, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain five (5) years in office then dispose of providing no litigation is pending or anticipated.

260.17
Faculty Workload Schedules (Originals)

Dates:

1992 -


Volume:
12 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of workload schedules of faculty.  Data include department name, date of courses, course credit information, estimated enrollment, 10th day enrollment, and credit unit equivalents.



This application item supersedes items 91, 405, and 418 of Application 84-64 in order to combine the record series into a single description.  (No change in the record series retention period is proposed.)



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

	260.18  
	
	Grade Rosters (Departmental Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	1990-  
	
	

	
	
	Volume:
	4 Cubic Feet    
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological   
	
	

	
	
	
	
	

	
	
	
This record series consists of printouts generated each semester by the Registrar’s Office that lists the courses taught by each instructor, the students enrolled in each course, and the students’ grades.  Originals are maintained by the Registrar’s Office for thirty (30) years per item 230.08 of Application 92-78.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years after the date of generation, then destroy 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 

as Amended

12/20/06  


	260.19  
	
	Theater/Event Doudna Fine Arts Center Event Ticket Stubs (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	7 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of ticket stubs submitted by individuals attending events at the Doudna Fine Arts Center.  The data includes the name of the event, price, date/time, and seat location.  Northern Illinois University maintains “Box Office Ticket Stubs and Related Audit Reports” for six (6) years per item 750.02 of State Records Application 89-27.

              This item supersedes State Records Application 96-32, item 360.23 in order to include this item under the Dean’s Office of the College of Arts and Sciences for all performance events. (No change in the previously approved retention period of six (6) years is requested).  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for six (6) years, then dispose of provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 4/18/12  


COLLEGE OF ARTS & HUMANITIES

CENTER FOR THE HUMANITIES
	265.01  
	
	Center for Humanities Programming Files (Originals and Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	2010  
	
	

	
	
	Volume:
	¼ Cubic Feet/300 MB  
	
	

	
	
	Annual Accumulation:
	Negligible/75 MB  
	
	

	
	
	Arrangement:
	Chronological by semester  
	
	

	
	
	
	
	

	
	
	
This record series consists of documentation generated for planned events which may include Speaker Series, Workshops, luncheons and other events. File series contents include fliers, posters, programs, copies of guest fees and related correspondence.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for two (2) years after the date of the event, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 4/15/15  

	265.02  
	
	Center  for Humanities Committee Minutes (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2010-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	

This record series consists of original minutes of Center for Humanities Committee meetings which include the Steering Committee, Speaker Series Committee, Curriculum Committee, Digital Humanities Committee, and the Development Liaison.
   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain one copy of each set of minutes in office permanently or transfer to the University Archives for permanent retention.  Duplicates may be disposed of at the discretion of the department.

  
	
	Disposition approved 4/15/15  


	265.03  
	
	Center for Humanities Curriculum Files (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2010-  
	
	

	
	
	Volume:
	Negligible/50 MB  
	
	

	
	
	Annual Accumulation:
	Negligible/12 MB  
	
	

	
	
	Arrangement:
	Chronological by program areas  
	
	

	
	
	
	
	

	
	
	
The University's Office of Center for Humanities offers two general education courses to students of Eastern Illinois University: HIC 2000G, Introduction to the Humanities, an introduction to Interdisciplinary Studies in the Humanities, and a senior seminar course EIU 4300G, Culture Matters. Both courses are team-taught by faculty members of different departments, and are selected by a committee through an application process. The file series contains curriculum development material on these courses, proposals for new curriculum  and course syllabi.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for seven (7) years after date of generation, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 4/15/15  

	265.04  
	
	Administrative Correspondence and Related Supporting Documents (Originals and Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	2010-  
	
	

	
	
	Volume:
	¼ Cubic Feet/100 MB  
	
	

	
	
	Annual Accumulation:
	Negligible/25 MB  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of incoming and outgoing correspondence and documents for the departments that are exchanges by offices of the university, federal/state/county/local offices, other offices external to the institution, and various outside entities/individuals.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years after date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 4/15/15  


	265.05  
	
	Digital Project Files (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2011-  
	
	

	
	
	Volume:
	150 KB  
	
	

	
	
	Annual Accumulation:
	50 KB  
	
	

	
	
	Arrangement:
	Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of a variety of information that is posted on the department’s website.  This includes information regarding departmental promotional events and images and includes announcements for the speaker series, workshops and other campus activities hosted by the Center for Humanities.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain in office for three (3) years after date of generation, then delete from the system provided all audits have been completed and no litigation is pending or anticipated.  
	
	Disposition approved 4/15/15  


COLLEGE OF ARTS & HUMANITIES

ART DEPARTMENT
270.01
Administrative Correspondence and Related Documents

Dates:

1978 -


Volume:
4 1/2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Art Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This application item supersedes items 419 and 420 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

270.02
Class Schedules

Dates:

1978 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of the course scheduling files for the office of the Department of Art.  The records include course offerings; students by major; and class rosters.



This item supersedes item 421 of Application 84-64 in order to change the retention period from "...three years, then review files and dispose of records having no administrative value.  Retain remaining records until administrative value has expired." to three (3) years.



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

270.03
Course Syllabi

Dates:

1983 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department.  



This item supersedes item 422 of Application 84-64 in order to change the description of the record series and to  change the retention period from "until superseded" to "two (2) years providing all syllabi have been superseded."


Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

270.04
Department Staff Meeting Minutes (Originals)

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.


Recommendation:
Retain in office for ten (10) years, or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

270.05
Enrollment Count Files

Dates:

1986 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports).


Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

270.06
Faculty Gradebooks (Originals)

Dates:

1955 -


Volume:
2 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Assorted



This record series consists of the former faculty gradebooks for the office of the Department of Art.  These gradebooks are primarily maintained by the department in the event of a student making a grade appeal.



This item supersedes State Records Application 84-64, item 423, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:

Retain in office for five (5) years, then dispose of provided no litigation is pending or anticipated.

270.07
Fiscal Transaction Files

Dates:

1978 -


Volume:
3 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Fiscal Year



This record series consists of the fiscal transaction files for the office of the Department of Art.  The records include budget requests; allocations for the academic year; check requests; deposit records; monthly charges; budget status reports; travel vouchers; contractual services vouchers; and purchase orders.  Fiscal information for the current academic year is maintained on computer.



This item supersedes State Records Application 84-64, item 424, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

270.08
Higher Education Certification Data Service Report

Dates:

1982 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which are used to compare EIU's academic program to other educational institutions.



Data include enrollment statistics, demographic compositions of the student and surrounding populations, salary of professional and non-professional staff, and miscellaneous budget information.  Originals are maintained by the National Association of Schools and Art Design.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

270.09
List of Majors

Dates:

1982 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate students majoring in Art.  Data include name, social security number, class standing, and GPA.



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

270.10
Masters Theses

Dates:

1975 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of the department's copies of theses written by Master Degree candidates in Art.  The University Library permanently retains original Master Theses.



Recommendation:
Retain in office for ten (10) years following graduation or date of last attendance, then dispose of.

270.11
Minutes of Various Organizations

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.


Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

270.12
Personnel Files (Civil Service, Administrative Professional)


Dates:

1975 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office for sixty-five (65) years.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

270.13
Personnel Files (Faculty)

Dates:

1952 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of the faculty personnel files for the office of the Department of Art.  The records include all current staff resumes.  Evaluations of faculty are maintained in the President's Office per item 5M of Application 84-65.



This item supersedes State Records Application 84-64, item 425, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in the office for five (5) years following the date of separation from employment, 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.

270.14
Positions Files (Originals)

Dates:

1978 -


Volume:
10 1/2 Cu. Ft.


Annual Accumulation:
1 1/2 Cu. Ft.


Arrangement:
By Area/Alphabetical



This records series consists of the positions files (inactive) for the office of the Department of Art.  These files are maintained on all persons who have applied for various positions within the department, but were not accepted.  The information includes letters of acknowledgement; resumes; letters of reference; completed applications; and letters of recommendation.



This item supersedes State Records Application 84-64, item 426, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then review files and dispose of those no longer possessing any administrative value.

270.15
Property Control Files

Dates:

1945 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.



This item supersedes item 427 of Application 84-64 in order to change the retention period from "until superseded" to three (3) years.

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

270.16
Strategic Academic Plans and Program Reviews

Dates:

1985 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, program reports, articulated plans, self-evaluation of NCATE, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

270.17
Student Employment and Work Study Files

Dates:

1987 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week); Employment Authorization Forms; and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial 


Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

270.18
Student Evaluations of Faculty (Originals)

Dates:

1988 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of forms completed by students for evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

270.19
Student Files

Dates:

1969 -


Volume:
10 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by name



Files include grade reports; graduation requirement checklists; entrance exam scores; pre-enrollment worksheets; memos; and correspondence.  Students' permanent records are permanently maintained by the university's Registrar's Office per item 230.16 of Application 92-78.



This item supersedes items 428 and 429 of Application 84-64 in order to change the description of the record series.  (No change in the retention period is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, then dispose of providing no litigation is pending or anticipated.

270.20
Faculty Workload Schedules (Originals)

Dates:

1980 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of workload schedules of department faculty.  Data include department name, date of courses, course credit information, estimated enrollment, 10th day enrollment, credit unit equivalents, and faculty activity analysis information.



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

	270.21  
	
	Art Department Talented Student/Grants-in-Aid Award Files  
	
	

	
	
	
	
	

	
	
	Dates:
	2004-  
	
	

	
	
	Volume:
	2 ½ Cubic Feet, 11,500 MB  
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet; 2250 MB  
	
	

	
	
	Arrangement:
	Chronological by year; alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of original Talented Student/Grant-in-Aid Awards for the Art Department that are granted each academic year to those students who demonstrate exceptional artistic ability and financial need.  Included in these files is information pertaining to the amount and type of certificate awarded and a list of recipients of the Talented Student Award.  The file also includes submittals of artistic works by the student and the final report for the Grant-in-Aid Award.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years after the completion of the award, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 8/20/14  


  
COLLEGE OF ARTS & HUMANITIES

DEPARTMENT OF ENGLISH
280.01
Academic Course Proposals (Approved)

Dates:

1963 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which explain new courses offered through the English Department.  Data include type of credit, content of course, type of teaching method, and name of teacher.  Other departments in the university maintain the record series for three (3) years after supersession.



This item supersedes item 128 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of providing course proposals have been superseded.

280.02
Administrative Correspondence and Related Documents


Dates:

1979 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the English Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 132 of Application 84-64 in order to change the description of the record series and to increase the retention period from one (1) year to three (3) years.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

280.03
Class Schedules

Dates:

1957 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedule listing all courses to be taught each semester in the English Department.  These schedules contain information on the following:  course name and description; section number; time; day(s); name of instructor; amount of credit per course and the addition and cancellation of courses and sections.



This item supersedes item 127 of Application 84-64 in order to change the retention period from five (5) years to three (3) years.

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

280.04
Department Staff Meeting Minutes (Originals)

Dates:

1966 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.



This item supersedes item 136 of Application 84-64 in order to change the description of the record series.  (No change in the record series retention period is proposed.)


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

280.05
Faculty Files (Active and Inactive)

Dates:

1950 -


Volume:
4 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of active and inactive faculty files of the English Department.  Included in these files are letters (i.e., promotion, tenure, retention), resumes, vitae, requests for sabbaticals and leaves of absence and letters of commendation and recommendation.  Original faculty files are maintained in the President's Office per Application 84-65, item 5M.



This item supersedes State Records Application 84-64, item 130, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years following the date of separation from employment, then dispose of providing no litigation is pending or anticipated.

280.06
Fiscal Administration Files

Dates:

1970 -


Volume:
5 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Record series contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office per Application 84-66.



This application item supersedes item 126 of Application 84-64 in order to change the description of the record series.  (No change in the record series retention period is proposed.)


Recommendation:

Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

280.07
Grade Rosters

Dates:

1972 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of a computer printout generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the student's grade.  Originals are maintained by the Registrar's Office for thirty (30) years per item 230.08 of Application 92-78.  



This item supersedes item 133 of Application 84-64 in order to change the description of the record series.  (No change in the record series retention period is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of.

280.08
Job Application and Vitae (Not Hired) (Originals)


Dates:

1981 -


Volume:
4 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of documents from individuals seeking faculty positions within the department.  Western Illinois University maintains Inactive Applicants Files for three (3) years per item 426 of Application 85-149.



This item supersedes item 129 of Application 84-64 in order to change the description of the record series.  (No change in the record series retention period is proposed.)

Disposition Approved 05/20/98
Recommendation:
Retain in office for three (3) years, then dispose of providing no litigation is pending or anticipated.

 280.09 
List of Majors

Dates:

1974 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of documents which indicate students majoring in English.  Data include name, social security number, class standing, and GPA.



Recommendation:
Retain in office for five (5) years, then dispose of.

280.10
Litigation Files

Dates:

1974 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of correspondence, transcripts of hearings and decision letters and statements.



This item supersedes State Records Application 84-64, item 135, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office five (5) years after closure of case, then dispose of providing no litigation is pending or anticipated.

280.11
Masters Theses (Originals)

Dates:

1974 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Numerical by file number



This record series consists of masters theses written by Masters Degree candidates in English.



Recommendation:
Retain permanently.

280.12
Minutes of Various Organizations

Dates:

1966 -


Volume:
2 CU. Ft.


Annual Accumulation:
--


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.



This item supersedes item 136 of Application 84-64 in order to change the description of the record series and to change the retention period from "dispose of upon discretion of agency" to "five (5) years."


Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

280.13
Personnel Files (Civil Service, Professional Administrator) (Duplicates)

Dates:

1970 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office for sixty-five (65) years.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

280.14
Strategic Academic Plans and Program Reviews/Reports

Dates:

1966 -


Volume:
3 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the department's present and future academic programs.  Data include goals of the department, articulated plans, program reports, and various performance indicators of academic strengths/weaknesses.  Other departments of the university maintain the record series for five (5) years.



This application item supersedes item 125 of Application 84-64 in order to change the description of the record series.  (No change in the record series retention period is proposed.)



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

280.15
Student Evaluations of Faculty (Originals)

Dates:

1988 -


Volume:
15 Cu. Ft.


Annual Accumulation:
2 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of forms completed by students evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.



Recommendation:
Retain in office for five (5) years, then dispose of.

280.16
Student Files (Undergraduate and Graduate)

Dates:

1965 -


Volume:
11 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by name



Files include grade reports; graduation requirement checklists; entrance exam scores; pre-enrollment worksheets; memos; and correspondence.  Students' permanent records are permanently maintained by the university's Registrar's Office per item 230.16 of Application 92-78.



This item supersedes item 134 and 137 in order to change the description and to combine the two record series.  (No change in the record series retention period is proposed.)



Recommendation
Retain in office for five (5) years following graduation or date of last attendance, then dispose of providing no litigation is pending or anticipated.

280.17
Faculty Workload Schedules (Originals)

Dates:

1978 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which indicate workload schedules of department faculty.  Data include department name, dates of course offerings, course credit information, estimated enrollment, 10th day enrollment, and credit unit equivalents.



This item supersedes item 131 of Application 84-64 in order to change the description of the record series.  (No change in the record series retention period is proposed.)


Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

COLLEGE OF ARTS & HUMANITIES

FOREIGN LANGUAGE
290.01
Administrative Correspondence and Related Documents

Dates:

1989 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of incoming and outgoing correspondence exchanged by the Foreign Language Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 141 of Application 84-64 in order to change the retention period by including a "review clause" for the retention of archival material.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

290.02
Class Schedules

Dates:

1980 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedules listing all classes taught by the Foreign Language Department, the time(s) and day(s) taught, room number(s), name(s) of instructor(s) and credit(s) awarded.



This application item supersedes item 140 of Application 84-64 in order to change the retention period from five (5) years to three (3) years.

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

290.03
Construction Files

Dates:

1970 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by name



This record series consists of files which document various construction projects staged in behalf of the department.



Contents include bids, proposals, specifications, blue prints, and supporting correspondence.  The agency's Physical Plant maintains Construction Project Files for ten (10) years after completion and acceptance of project per item 1300.10 of Application 84-66.



Recommendation:
Retain in office for five (5) years following completion of projects, 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.

290.04
Course Outlines (Originals)

Dates:

1992 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of original course outlines for all approved courses offered within the Department of Foreign Languages.  Included in the course outlines is a list of textbooks used, course format descriptions, and descriptions and evaluations of course content and instruction methodology.



This item supersedes State Records Application 84-64, item 142, to provide for the incorporation of the file series into this revised records disposition application and to decrease the retention period from three (3) years to two (2) years.

Recommendation:
Retain two (2) years in office or until administrative value has expired, whichever is longer, then dispose of providing course outlines have been superseded by new versions.

290.05
Department Staff Meeting Minutes (Originals)

Dates:

1989 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.



This item supersedes item 147 of Application 84-64 in order to change the description of the record series.  (No change in the retention period is proposed.)



Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer tot he University Archives for permanent retention.

290.06
Enrollment Statistics - 10th Day Rosters

Dates:

1989 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of the 10th Day Rosters of students enrolled in the Foreign Language Department as the 10th day of the term.  This record shows the number of students in each major, attrition statistics, and the grade point average of students enrolled in the Foreign Language Department.  Also included are courses offered each semester and the enrollment in each course.



This item supersedes State Records Application 84-64, item 143, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office, then dispose of providing no litigation is pending or anticipated.

290.07
Faculty Personnel Files

Dates:

1970 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include copies of requests for leaves of absences, correspondence with/regarding leaves of absences, and evaluations by chair and other staff.  Originals of the record series are permanently maintained by the President's Office per item 100.05 of Application 95-12.


Recommendation:
Retain in office for five (5) years following termination of employment, 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.

290.08
Faculty Workloads (Record Copies)

Dates:

1984 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
By academic year



These forms officially known as "Assignments of Duties for Academic Year", contain information which enable the courses each instructor has agreed to teach to be evaluated in such a manner as to evenly distribute the teaching workload for the department among the entire faculty.



This item supersedes State Records Application 84-64, item 144, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in the office for five (5) years, then dispose of provided no litigation is pending or anticipated.

290.09
Fiscal Administration Files

Dates:

1971 -


Volume:
3 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office for six (6) years per various fiscal items of Application 84-66.



This application item supersedes items 139 and 149 of Applications 84-64 in order to combine the record series with a uniform retention period of three (3) years.

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

290.10
Grade Rosters

Dates:

1980 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of a computer printout generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the student's grade.  Originals are maintained by the Registrar's Office for thirty (30) years per 230.08 of Application 92-78.



Recommendation:
Retain in office for three (3) years, then dispose of.

290.11
Letters from Job Applicants

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of inquiries from applicants seeking employment within the foreign Language Department.



This item supersedes State Records Application 84-64, item 145, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in the office three (3) years, then dispose of.

290.12
Lists of Majors

Dates:

1988 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of computer printouts of all students with a major in Foreign Languages.  These computer printouts contain the following student information:  name; social security number; class standing and cumulative grade point average (GPA).



This item supersedes State Records Application 84-64, item 146, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in the office, then dispose of.

290.13
Minutes of Various Organizations

Dates:

1989 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently by the respective organizations.



This item supersedes item 147 of Application 84-64 in order to change the retention period from "dispose of at discretion of agency" to five (5) years.


Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

290.14
Personnel Files (Civil Service, Administrative Professional) (Duplicates)

Dates:

1970 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

290.15
Property Control Files

Dates:

1991 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.



This item supersedes item 148 of Application 84-64 in order to change the description of the record series.  (No change in the retention period is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

290.16
Strategic Academic Plans and Program Reviews/Reports

Dates:

1981 - 1986


Volume:
Negligible


Annual Accumulation:
--


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



This item supersedes item 138 of Application 84-64 in order to change the description and to note closure of the record series at 1986.  



Recommendation:
Dispose of accumulation.

290.17
Student Employment and Work Study Files

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week); Employment Authorization Forms; and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

290.18
Student Evaluations of Faculty (Originals)

Dates:

1985 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of forms completed by students for evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

290.19
Student Files

Dates:

1970 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Alphabetical by name



Files include grade reports and books; graduation requirement checklists; entrance exam scores; pre-enrollment worksheets; memos; and correspondence.  Students' permanent records are permanently maintained by the university's Registrar's Office per item 230.16 of Application 92-78.



Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, then dispose of providing no litigation is pending or anticipated.

COLLEGE OF ARTS & HUMANITIES

HISTORY DEPARTMENT
300.01
Administrative Correspondence and Related Documents

Dates:

1976 -


Volume:
24 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the History Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

300.02
Class Schedules

Dates:

1989 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedules listing all classes taught by the History Department, the time and day(s) taught, room number, name of instructor and credit awarded.  Also included are course rosters, grade rosters, lists of history majors, and class enrollment printouts (first, fifth, and tenth day summaries).



This information is used by the department for planning future schedules.



This item supersedes item 168 of Application 84-64 in order to change the retention period from five (5) years to three (3) years.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

300.03
Course Syllabi

Dates:

1985 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department.  



This item supersedes item 170 of Application 84-64 in order to change the description of the record series and to change the retention period from "until revised or superseded" to two (2) years.


Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

300.04
Department Staff Meeting Minutes (Originals)

Dates:

1970 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of department staff meetings.



This item supersedes item 169 of Application 84-64 in order to create a uniform retention period of "permanent."


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to University Archives for permanent retention.

300.05
Enrollment Count Files

Dates:

1989 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports).


Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

300.06
Fiscal Files

Dates:

1970 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
By Fiscal Year



This record series consists of copies of vouchers, voucher schedules, requisitions and purchase orders.  Original fiscal records are maintained by the university's Business Office per Application 84-66.



This item supersedes State Records Application 84-64, item 171, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

300.07
Grade Rosters

Dates:

1989 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of a computer printout generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the student's grade.  Originals are maintained by the registrar's Office for thirty (30) years per item 230.08 of Application 92-78.



Recommendation:
Retain in office for three (3) years, then dispose of.

300.08
Job Application and Vitae (Not Hired) (Originals)

Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents from individuals seeking faculty positions within the department.  Western Illinois University maintains "Inactive Applicants Files" for three (3) years per item 426 of Application 85-149.



Recommendation:
Retain in office for three (3) years, then dispose of.

300.09
List of Majors

Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate students majoring in History.  Data include name, social security number, class standing, and GPA.



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

300.10
Masters Theses

Dates:

1962 -


Volume:
3 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Varied



This record series consists of the department's copies of theses written by Masters Degree candidates in History.  The University Library receives and permanently retains a copy of each Masters theses submitted to the university.



This item supersedes State Records Application 84-64, item 172, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in the office for ten (10) years after graduation or date of last attendance, then dispose of provided the existence of the original copy in the University Library has been confirmed.

300.11
Minutes of Various Organizations

Dates:

1994 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently by the respective organization.


Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

300.12
Personnel Files (Civil Service, Professional Administrative)

Dates:

1971 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.



Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

300.13
Personnel Files

Dates:

1971 -


Volume:
3 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of personnel files for the faculty of the History Department.  Included are copies of resumes, vitae, annual evaluations, evaluations by students, copies of articles which they have written and correspondence.  Original personnel files for faculty are maintained by the President's Office per Application 84-65.



This item supersedes State Records Application 84-64, item 173, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in the office for five (5) years following the date of separation of employment, 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.

300.14
Property Control Files

Dates:

1989 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

300.15
Strategic Academic Plans and Program Review Reports

Dates:

1989 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



This item supersedes item 167 of Application 84-64 in order to change the description of the record series and to decrease the retention period from ten (10) years to five (5) years.


Recommendation:
Retain in office for five (5) years, then dispose of.

300.16
Student Employment and Work Study Files

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the "Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week); Employment Authorization Forms; and time sheets.  The agency's Payroll Office maintains original "Employment Authorization Forms" for six (6) years following separation/termination of employment and (if applicable) the final settlement per 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

300.17
Student Evaluations of Faculty (Originals)

Dates:

1995 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of forms completed by students for evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

300.18
Student Files

Dates:

1961 -


Volume:
3 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by name



Files include grade reports; graduation requirement checklists; entrance exam scores; pre-enrollment worksheets; memos; and correspondence.  Students' permanent records are permanently maintained by the university's Registrar's Office per item 230.16 of Application 92-78.



This item supersedes item 174 of Application 84-64 in order to change the description of the record series.  (No change in the record series retention period is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, then dispose of providing no litigation is pending or anticipated.

300.19
Faculty Workload Schedules (Originals)

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of workload schedules of department faculty.  Data include department name, date(s) of courses, course credit information, estimated enrollment, 10th day enrollment, and credit unit equivalents.



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

COLLEGE OF ARTS & HUMANITIES

JOURNALISM
310.01
Administrative Correspondence and Related Documents

Dates:

1976 -


Volume:
10 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Journalism Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, vendor listings, and supporting documents.



This item supersedes item 176 of Application 84-64 in order to change the description of the record series and to provide for weeding of the documents by the University Archives.  (No change in the retention period is proposed.)


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

310.02
Alumni Files

Dates:

1996 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of an annually revised computer printout and a set of index cards, both of which give the individual's name (and married name), address, and home and office telephone numbers.  This series is used to monitor the careers and addresses of alumni who might make contributions to this department.



This item supersedes item 177 of Application 84-64 in order to change the retention period from "retain at discretion of agency" to thirty (30) days.


Recommendation:
Retain in office for thirty (30) days, then dispose of.

310.03
Class Schedules

Dates:

1983 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught by this department.  The Class Schedule indicates time, location, name of instructor, credits, the descriptive title of the course, and maximum numbers of cards (positions) available for student who might wish to register for the course.  Also included in this record series is the Course and Schedule Changes Following Pre-Registration which indicate the need to add more seats to classes which are in demand following pre-registration, new courses and sections added to accommodate over-registration and those courses and sections canceled due to too few registration requests.



This item supersedes item 178 of Application 84-64 in order to change the retention period from "three (3) years, then review files and dispose of records having no administrative value. Retain remaining records until administration value has expired" to three (3) years.

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

310.04
Course Outlines (Originals)

Dates:

1993 -


Volume:
3 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Course Number/Chronological



This record series consists of course outlines for all courses approved by the Council on Academic Affairs to be offered by this department.  A typical course outline includes:  course format; textbooks to be used; a course outline and content.



As the result of a resolution of the Student Senate, copies of course outlines were to be filed with class schedules by Library Services for three (3) years.  This practice began in 1982.



This item supersedes State Records Application 84-64, item 179, to provide for the incorporation of the file series 


into this revised records disposition application and to decrease the retention period from three (3) years to two (2) years.



Recommendation:
Retain in office for two (2) years or until administrative value has expired, whichever is longer, then dispose of providing course outline has been superseded by new revision.

310.05
Department Staff Meeting Minutes (Originals)

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists minutes of proceedings pertinent to department staff meetings.



This item partially supersedes item 183 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for ten (10) years or until administrative value has expired, whichever is longer, then transfer to the University Archives for permanent retention.

310.06
Enrollment Count Files

Dates:

1987 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports).



Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

310.07
Faculty Personnel Files

Dates:

1960 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include copies of requests for leaves of absences, correspondence with/regarding leaves of absences, and evaluations by chair and other staff.  Originals of the record series are permanently maintained by the President's Office per item 100.05 of Application 95-12.



Also contained in this series are position notices, job announcements, letters of application, and recruitment plans.



This item supersedes item 180 of Application 84-64 in order to change the description of the record series and to provide for a single retention period of five (5) years.

Recommendation:
Retain in office for five (5) years following termination of employment, 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.

310.08
Faculty Workload Files

Dates:

1985 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of an individual file for each faculty member which contains the "Assignment of Duties for Academic Year" form, more commonly known as the "Faculty Workloads."  The department's chairman, the college Dean and the faculty member must co-initial the tentative assignment of duties and any revisions.  The form contains information which enables the courses the instructor has agreed to teach to be evaluated in such a manner as to evenly distribute the teaching workload for the department among the entire faculty.



This item supersedes State Records Application 84-64, item 181, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office five (5) years and dispose of providing no litigation is pending or anticipated.

310.09
Fiscal Administration Files

Dates:

1978 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office for six (6) years per Application 84-66.  



This item supersedes items 175 and 182 of Application 84-64 in order to combine the record series into a uniform description.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

310.10
List of Majors

Dates:

1976 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate students majoring in Journalism.  Data include name, social security number, class standing, and GPA.



Recommendation:
Retain in office for five (5) years, then dispose of.

310.11
Minutes of Various Organizations

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently by the respective organization(s).



This item partially supersedes item 183 of Application 84-64 in order to change the description of the record series and to increase the retention period from three (3) years to five (5) years.


Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

310.12
Personnel Records - Civil Service

Dates:

1960 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of personnel files of civil service employees.  Types of records contained in these files are resumes; letters notifying the applicant that they had been hired; workmen's compensation forms; information on the probationary status of new employees and any memos or correspondence with the employee.  The original personnel files are maintained for sixty-five (65) years by the Office of Personnel and Employee Relations per Application 84-66.



This item supersedes State Records Application 84-64, item 184, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years after separation of employment, then dispose of providing no litigation is pending or anticipated.

310.13
Property Control Files

Dates:

1975 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.



This item supersedes item 185 of Application 86-64 in order to change the retention period from "retain current listings until superseded" to three (3) years.

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

310.14
Strategic Academic Plans, Program Reviews and Reports

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the department's present and future academic programs.  Data include goals of the department, articulated plans, program reviews and reports (i.e., IBHE Reports), and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

310.15
Student Employment Files

Dates:

1979 -


Volume:
1.5 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of documents generated by the Office of Financial Aids in administering the (A) Federal Work Study Program and (B) the Student Employment Program which are the two principal programs on campus which permit students to defray tuition expenses by an employment assignment.  This record series consists of work assignment records which declare the names of student workers assigned to this department, the name of their supervisor, and number of hours the student is allowed to work.



Originals of these documents are retained for five (5) years after the date of graduation or last attendance by the Office of Financial Aids per Application 84-67.



Also included in this series - but absent from the original file is a time sheet used internally to monitor the accumulation of hours by student employee.



This item supersedes State Records Application 84-64, item 186, to provide for the incorporation of the file series 


into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years after graduation or date of last attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

310.16
Student Files

Dates:

1972 -


Volume:
9 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Alphabetical



This record series consists of individual files created for each student who chooses a major in Journalism.  Forms/documents which are found in a typical student file are:  grade reports; graduation requirements checklist; class schedules; and any correspondence with/regarding the student.  Original records of students' courses taken, grades received, and degree(s) earned are maintained by the university's Registrar's Office on a permanent basis per Application 84-67.



This item supersedes State Records Application 84-64, item 187, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years after graduation or date of last attendance, then dispose of, providing no litigation is pending or anticipated.

COLLEGE OF ARTS & HUMANITIES

MUSIC DEPARTMENT
320.01
Administrative Correspondence and Related Documents

Dates:

1981 -


Volume:
4 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Music Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.  



This item supersedes item 435 of Application in order to change the description of the record series and to provide for "weeding" of the documents by staff of the University Archives.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

320.02
Budget and Fiscal Files

Dates:

1975 -


Volume:
28 Cu. Ft.


Annual Accumulation:
3 Cu. Ft.


Arrangement:
Chronological 



This record series consists of duplicate copies of monthly expenditure reports, purchase orders, paid bills & requisitions documenting the budget and expenses of the Music Department.  Original budget and fiscal files are maintained in the Business Office per Application 84-66.



This item supersedes State Records Application 84-64, item 431, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

320.03
Class Schedules

Dates:

1980 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedules listing all courses to be taught each semester in the Department of Music.  Class schedules contain information on the following:  course name and description; section number, time; day(s); room number; name of instructor and credit(s) awarded.



This item supersedes item 432 of Application 84-64 in order to change the retention period from five (5) years to three (3) years.

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

320.04
Course History File (Originals)

Dates:

1975 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by Course Number



This record series consists of a course history for each course offered in the Music Department.  These files contain course descriptions, syllabi, evaluating (testing) procedures and textbooks to be used for each course.



This item supersedes State Records Application 84-64, item 433, to provide for the incorporation of the file series into this revised records disposition application and to decrease the retention period from three (3) years to two (2) years.


Recommendation:
Retain for two (2) years in office or until administrative value has expired, whichever is longer, then dispose of providing course outline has been superseded by new version.

320.05
Faculty Personnel Files

Dates:

1960 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include copies of requests for leaves of absences, correspondence with/regarding leaves of absences, and performance evaluations by chair and other staff.  Originals of the record series are permanently maintained by the President's Office per item 100.05 of Application 95-12.


Recommendation:
Retain in office for five (5) years following termination of employment, 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.

320.06
Faculty Workload Reports (Record Copies)

Dates:

1980 -


Volume:
4 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological



This record series consists of the Faculty Workload Reports also known as the "Assignment of Duties for the Academic Year."  These reports contain the number of courses each faculty member will be teaching for a given academic year and the number of classes and students per instructor.



This item supersedes State Records Application 84-64, item 434, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

320.07
Grade Rosters

Dates:

1985 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of a computer printout generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the students' grades.  Originals are maintained by the Registrar's Office for thirty (30) years per item 230.08 of Application 92-78.



Recommendation:
Retain in office for three (3) years, then dispose of.

320.08
Job Applications and Vitae (Not Hired) (Originals)

Dates:

1993 -


Volume:
5 Cu. Ft.


Annual Accumulation:
2 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of documents from individuals seeking faculty positions within the department.  Western Illinois University maintains "Inactive Applicants Files" for three (3) years per item 426 of Application 85-149.


Recommendation:
Retain in office for three (3) years, then dispose of providing no litigation is pending or anticipated.

320.09
List of Majors (Music Department)

Dates:

1975 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of computer printouts listing all students with a major in music.  These computer printouts contain the following student information:  name; social security number; class standing and cumulative grade point average (GPA).



This item supersedes State Records Application 84-64, item 436, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years, then dispose of.

320.10
Masters Theses

Dates:

1963 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of the department's copies of theses written by Masters Degree candidates in Art.  The University Library permanently maintains original Masters Theses.



Recommendation:
Retain in office for ten (10) years following graduation or date of last attendance, then dispose of.

320.11
Minutes of Meetings (Originals)

Dates:

1980 -


Volume:
2 CU. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of the original minutes of meetings of the following areas in the Music Department:  keyboard, vocal, instrumental; music education and theory/composition.  Also included are the original minutes of meetings of the Curriculum and Graduate Steering Committees and department faculty meetings.



This item supersedes State Records Application 84-64, item 437, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for ten (10) years or until administrative value has expired, whichever is longer, then transfer to the University Archives for permanent retention.

320.12
Minutes of Various Organizations


Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Counsel on Teacher Education).  Originals are maintained permanently by the respective organization(s).



Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

320.13
Music Camp and Prospective Student Files

Dates:

1978 -


Volume:
22 Cu. Ft.


Annual Accumulation:
3 1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by name



This record series consists of files pertinent to high school students participating in summer music camps or showing an interest in enrollment at EIU.



Contents include camp information sheets, medical information forms, application cards required for registration, transcripts, and supporting correspondence.  (If the student enrolls at EIU, a separate file is permanently maintained as Student Files in the university's Registrar's Office per item 139 of Application 84-67.)



This item supersedes items 438 and 439 in order to change the retention periods respectively from "retain at discretion of agency" and "three (3) years" to "five (5) years."

Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

320.14
Personnel Files (Civil Service, Administrative Professional)

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office for sixty-five (65) years.



Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

320.15
Property Control Files

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

320.16
Strategic Academic Plans and Program Reviews

Dates:

1993 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



This application item supersedes items 430 and 440 of Application 84-64 in order to change the description of the record series and to decrease the retention period from permanent to five (5) years.


Recommendation:
Retain in office for five (5) years, then dispose of.

320.17
Student Employment and Work Study Files

Dates:

1991 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work-Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week); Employment Authorization Forms; and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per item 1700.13 of application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

320.18
Student Evaluations of Faculty (Originals)

Dates:

1988 -


Volume:
80 Cu. Ft.


Annual Accumulation:
10 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of forms completed by students for evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

320.19
Student Files

Dates:

1989 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year





Alphabetical by name



Files include grade reports; graduation requirement checklists; entrance exam scores; pre-enrollment worksheets; memos; and correspondence.  Students' permanent records are permanently maintained by the university's Registrar's Office per item 230.16 of Application 92-78.


Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, then dispose of providing no litigation is pending or anticipated.

320.20
Talented Student Awards File

Dates:

1980 -


Volume:
4 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological



This record series consists of the Talented Student Award Certificate granted each semester to those students who demonstrate exceptional music ability and financial need.  Included in these files is information pertaining to the amount and type of certificate awarded and a list of recipients of the Talented Student Award.



This item supersedes State Records Application 84-64, item 441, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office then dispose of providing no litigation is pending or anticipated.

COLLEGE OF ARTS & HUMANITIES

PHILOSOPHY

330.01
Academic Course Proposals (Approved)

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which explain new courses offered through the Philosophy Program.  Data include type of credit, content of course, type of teaching method, and name of teacher.  Originals are permanently maintained by the Vice President's Office of Academic Affairs.  Other departments at the university maintain the record series for three (3) years after supersession.



Recommendation:
Retain in office for three (3) years, then dispose of providing course proposals have been superseded.

330.02
Administrative Correspondence and Related Documents

Dates:

1967 -


Volume:
4 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Philosophy Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 196 of Application 84-64 in order to change the description of the record series and to decrease the retention period from five (5) years to three (3) years prior to University Archives staff review.


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

330.03
Approved Course Substitute Lists

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by subject



This record series consists of listings of courses at other educational institutions which may be substituted for similar courses at EIU.



Data include name of institution, department, course number, and catalog date.  Originals are maintained by the Admissions Office and Executive Office of the Vice President for Student Affairs for four (4) years per item 100.10 of Application 92-78.



Recommendation:
Retain in office for two (2) years, then dispose of.

330.04
Budget and Fiscal Files

Dates:

1967 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
By fiscal year



This record series consists of copies of vouchers, voucher schedules, requisitions, purchase orders, approved budgets, budget proposals and monthly expenditure reports.



Original copies of the university's internal budget are maintained by the Budget Office per item number 122 of Application 84-66.  Additional copies are maintained by the University Library for historical purposes.



Original fiscal records are maintained by the University Business Office per Application 84-66.



This item supersedes State Records Application 84-64, item 197, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

330.05
Class Schedules

Dates:

1965 -


Volume:
6 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by name



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught by this department during a semester.  The Class Schedule also indicates time, location, name of instructor, credits, the descriptive title of the course, and the maximum number of cards (positions) available for students who might wish to register for the course.  Also included in this record series is the Course and Schedule Changes Following Pre-Registration which indicates the need to add more student seats to classes which were in demand following pre-registration; new courses and sections added to accommodate over registration, and those courses and sections canceled due to too few registration requests.



This item supersedes item 198 of Application 84-64 in order to change the retention period from five (5) years to three (3) years.


Recommendation:
Retain in office for three (3) years, then dispose of.

330.06
Course Syllabi

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department.  



Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

330.07
Department Staff Meeting Minutes (Originals)

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

330.08
Enrollment Count Files

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports).


Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

330.09
Faculty Personnel Files

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include copies of requests for leaves of absences, correspondence with/regarding leaves of absences, and evaluations by chair and other staff.  Originals of the record series are permanently maintained by the President's Office per item 100.05 of Application 95-12.


Recommendation:
Retain in office for five (5) years following termination of employment, 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.

330.10
Faculty Annual Evaluations

Dates:

1967 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Negligible



Original faculty annual evaluations are maintained permanently by the President's Office per item 5M of Application 84-65.



This item supersedes State Records Application 84-64, item 199, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in the office for five (5) years following date of separation of employment, then dispose of provided no litigation is pending or anticipated.

330.11
Grade Rosters

Dates:

1986 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of a computer printout generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the students grade.  Originals are maintained by the Registrar's Office for thirty (30) year per item 230.08 of Application 92-78.



Recommendation:
Retain in office for three (3) years, then dispose of.

330.12
Job Application and Vitae (Not Hired) (Originals)

Dates:

1985 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents from individuals seeking faculty positions within the department.  Western Illinois University maintains inactive Applicant Files for three (3) years per item 426 of Application 85-149.

This item supersedes item 201 of Application 84-64 in order to change the description of the record series and to increase the retention period from two (2) years to three (3) years.


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.

330.13
Lists of Majors

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate students majoring in Philosophy.  Data include name, social security number, class standing, and GPA.



Recommendation:
Retain in office for five (5) years, then dispose of.

330.14
Honor Theses

Dates:

1996 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of the department's copies of Honor Theses written in Philosophy courses.



Recommendation:
Retain permanently.

330.15
Minutes of Various Organizations

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization(s).



Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

330.16
Personnel Files (Civil Service, Professional Administrative)

Dates:

1967 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

330.17
Property Control Files

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

330.18
Strategic Academic Plans and Program Reviews

Dates:

1982 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments' present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



This item supersedes item 200 of Application 84-64 in order to change the description of the record series and to decrease the retention period from ten (10) years to five (5) years.

Recommendation:
Retain in office for five (5) years, then dispose of.

330.19
Student Employment and Work Study Files

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week); Employment Authorization Forms; and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

330.20
Student Evaluations of Faculty (Originals)

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of forms completed by students evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

330.21
Student Files

Dates:

1970 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by name



Files include grade reports, graduation requirement checklists; entrance exam scores; pre-enrollment worksheets; memos; and correspondence.  Student's permanent records are permanently maintained by the university's Registrar's Office per item 230.16 of Application 92-78.



This item supersedes item 202 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, then dispose of providing no litigation is pending or anticipated.

330.22
Faculty Workload Schedules (Originals)

Dates:

1986 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate workload schedules of department faculty.  Data include department name, date of courses, course credit information, estimated enrollment, 10th day enrollment, credit unit equivalents, and faculty activity analysis information.



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

330.23
Textbook Lists (Originals)

Dates:

1986 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by course number



This record series consists of listings pertinent to "approved readings" for each course within the department.



Recommendation:
Retain in office for three (3) years, then dispose of.

COLLEGE OF ARTS & HUMANITIES

COMMUNICATION STUDIES & DISORDERS
340.01
Academic Course Proposals (Approved)

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which explain new courses offered through the Speech/Communications Program Data include type of credit, content of course, type of teaching method, and name of teacher.  Originals are permanently maintained by the Vice President's Office.  Other departments at the university maintain the record series for three (3) years after supersession.



Recommendation:
Retain in office for three (3) years, then dispose of providing course proposals have been superseded.

340.02
Administrative Correspondence and Related Documents

Dates:

1972 -


Volume:
12 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Speech/Communication Program and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 253 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

340.03
Budget and Fiscal Files

Dates:

1990 -


Volume:
8 Cu. ft.


Annual Accumulation:
1 1/2 Cu. Ft.


Arrangement:
Chronological



This record series consists of budget and fiscal records of the Speech Communication Department and the Eastern Illinois University Forensic Team.  This series included monthly expenditure reports, ledgers, purchase orders, invoice vouchers, travel vouchers, bills, receipts, budget preparation workpapers and related correspondence.



The originals are maintained by the Business Office per Application 84-66.



This item supersedes State Records Application 84-64, item 251, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

340.04
Class Schedules

Dates:

1982 -


Volume:
3 1/2 Cu. ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught by this department during a semester.  The Class Schedule also indicates time, location, name of instructor, credits, the descriptive title of the course, and the maximum number of cards (positions) available for students who might wish to register for the course.  Also included in this record series is the Course and Schedule Changes Following Pre-Registration which indicate the need to add more student seats to classes which were in demand following pre-registration; new courses and sections added to accommodate over registration, and those courses and sections canceled due to too few registration requests.



This item supersedes item 252 of Application 85-64 in order to change the retention period from "three (3) years, then review files and dispose of records having no administrative value.  Retain remaining records until administrative value has expired" to three (3) years.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

340.05
Course Syllabi

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department.  



Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

340.06
Department Staff Meeting Minutes

Dates:

1986 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.



Recommendation:
Retain in office for ten (10) years or until administrative value has expired, whichever is longer, then transfer to the University Archives for permanent retention.

340.07
Enrollment Count Files

Dates:

1991 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports).


Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

340.08
Faculty Personnel Files

Dates:

1960 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of individual faculty personnel files.  These files contain copies of annual evaluations; copies of personnel transactions (promotions, salary increases, etc.) references; copies of awards or letters of recognition; annual faculty workloads (originals) and any correspondence with or regarding the faculty member.



Originals are maintained permanently by the President per Application 84-65, item 5M.



This item supersedes State Records Application 84-64, item 254, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years after employee's separation from employment, then dispose of providing no litigation is pending or anticipated.

340.09
Grade Rosters

Dates:

1988 -


Volume:
2 Cu. ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of a computer printout generated each semester by the Registrar's Office which list the courses taught by each instructor, the students enrolled in each course, and the student's grade.  Originals are maintained by the Registrar's Office for thirty (30) years per item 230.08 of Application 92-78.



Recommendation:
Retain in office for three (3) years, then dispose of.

340.10
Job Application and Vitae (Not Hired) (Originals)

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents submitted by individuals seeking faculty positions within the department.  Western Illinois University maintains "Inactive Applicants Files" for three (3) years per item 426 of Application 85-149.



Recommendation:
Retain in office for three (3) years, then dispose of providing no litigation is pending or anticipated.

340.11
Lists of Majors

Dates:

1982 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate students majoring in Speech/Communications.  Data include name, social security number, class standing, and GPA.


Recommendation:
Retain in office for five (5) years, then dispose of.

340.12
Masters Theses

Dates:

1960 -


Volume:
10 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of the department's copies of theses written by Masters Degree candidates in Speech/Communications.  The University Library permanently retains original Masters Theses.



Recommendation:
Retain in office for ten (10) years following graduation or date of last attendance, then dispose of.

340.13
Minutes of Various Organizations

Dates:

1986 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently by the respective organization(s).



Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

340.14
Personnel Files (Civil Service, Professional Administrative)

Dates:

1960 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.



Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

340.15
Property Control Files

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

340.16
Strategic Academic Plans and Program Reviews

Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.


Recommendation:
Retain in office for five (5) years, then dispose of.

340.17
Student Employment and Work Study Files

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week); Employment Authorization Forms; and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.



This item supersedes item 255 of Application 84-64 in 
order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

340.18
Student Evaluations of Faculty (Originals)

Dates:

1988 -


Volume:
8 Cu. Ft.


Annual Accumulation:
1 Cu. ft.


Arrangement:
Chronological by year



This record series consists of forms completed by students evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

340.19
Student Files

Dates:

1971 -


Volume:
12 1/2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by name



Files include grade reports; graduation requirement checklists; entrance exam scores; pre-enrollment worksheets; memos; and correspondence.  Students' permanent records are permanently maintained by the university's Registrar's Office per item 230.16 of Application 92-78.



This item supersedes item 256 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, then dispose of providing no litigation is pending or anticipated.

340.20
Faculty Workload Schedules (Originals)

Dates:

1987 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of workload schedules of department faculty.  Data include department name, date of courses, course credit information, estimated enrollment, 10th day enrollment, credit unit equivalents, and faculty activity analysis information.



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

	340.21  
	
	Grant-In-Aid and Talented Student Award Files  
	
	

	
	
	
	
	

	
	
	Dates:
	1991-  
	
	

	
	
	Volume:
	2 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	Chronological   
	
	

	
	
	
	
	

	
	
	
This record series consists of documents created for the awarding and disbursement of grants-in-aid and talented student awards issued by the academic departments.  Types of records contained in this record series are:


(1)   GIA/TSA – applications;


(2)   award forms – Grants-In-Aid and Talented Student Awards;


(3)   payment vouchers for Grants-In-Aid;


(4)
correspondence, Grant-In-Aid and Talented Student Award agreements;


(5)   GIA/TSA Expenditure Report;

(6)  departmental GIA-TSA account sheets – indicates monetary balance in academic  department’s account for GIA-TSA awards.

            The Financial Aid Office maintains Financial Aid Eligibility and Disbursement Folders for five (5) years after graduation or last date of attendance per item 130 of Application 92-78.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	
For accepted applicants, retain in office for five (5) years following graduation or last date of attendance, 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.


For rejected applicants, retain in office for five (5) years following date of rejection, 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

8/18/04  


	340.22  
	
	Scholarship Files (Accepted and Rejected)  
	
	

	
	
	
	
	

	
	
	Dates:
	1985-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological, then alphabetical by student last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of departmental copies of files which indicate successful and unsuccessful candidates applying for scholarships within the Communication Studies Department and are coordinated with the University Foundation Office.  The contents include application forms, statements of awards, request statements, and supporting correspondence.  The University’s Financial Aid Office maintains Financial Aid Eligibility and Disbursement Folders for five (5) years after graduation or date of last attendance.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	For accepted applicants, retain in office for five (5) years following graduation or date of last attendance, whichever is later, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  Retain files for rejected applicants in office for five (5) years following the date of rejection, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 
2/19/14  


	
	
	
	
	


	340.23  
	
	Denied Graduate Program Application Files 
	
	

	
	
	
	
	

	
	
	Dates:
	1996-  
	
	

	
	
	Volume:
	6 Cubic Feet
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet  
	
	

	
	
	Arrangement:
	Alphabetical by student last name  
	
	

	
	
	
	
	

	
	
	
This Record Series consists of departmental copies of applications for admission and supporting documents submitted by graduate students seeking admission into the Communication Studies Graduate Program.  The files includes application forms (e.g. name of student, address, home phone, ACT composite, proposed major, class rank,, name of high school and GPA), letters of recommendation, writing samples, resumes and copies of transcripts.  Applications and related materials for students who are accepted into the program are then maintained within the departmental copy of the student’s file which is retained for five (5) years after the date of graduation or date of last attendance per item 340.19 of State Records Application 96-32.
  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain denied program applications and related materials in office for five (5) years after the date of denial of the application, then destroy in a secure manner or delete from system, provided all audits have been completed and no litigation is pending or anticipated.  
	
	Disposition approved 6/17/15  


  
COLLEGE OF ARTS & HUMANITIES

TARBLE ART CENTER
350.01
Administrative Correspondence and Related Documents

Dates:

1982 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Tarble Arts Center and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 452 of Application 84-64 in order to change the description of the record series and to provide for "weeding of documents by staff of the University Archives.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

350.02
Campaign for Tarble File

Dates:

1981 - 1982


Volume:
2 Cu. Ft.


Annual Accumulation:
--


Arrangement:
Alphabetical by name



This record series consists of solicitation records for donations/contributions to the building fund for the Tarble Arts Center, resource files for contracts, and correspondence.



This item supersedes item 453 of Application 84-64 in order to note closure of the record series in 1982 and to provide for "weeding" of documents by staff of the University Archives.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

350.03
Department Staff Meeting Minutes (Originals)


Dates:

1982 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to the Tarble Arts Center's standing committees (i.e., Acquisitions, Program/Exhibitions, Volunteers, Social, Campus to Community Relations, Resource Development, and Education).


Recommendation:
Retain in office for ten (10) years or until administrative value has expired, whichever is longer, then transfer to the University Archives for permanent retention.

350.04
Exhibits File

Dates:

1982 -


Volume:
6 Cu. Ft.


Annual Accumulation:
2 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of the documents generated for the scheduling of exhibits of art work at the Tarble Arts Center.  Included are contracts by the university and the exhibitor, pamphlets and brochures printed for the exhibits, press releases, special invitations to area dignitaries to attend the exhibits, bills of lading for shipping and receiving the exhibit material(s), and any correspondence related to the exhibits.



From 1982 to 1990, the record series is only maintained in hardcopy format.  From 1990 (and ongoing), the information is maintained both on hardcopy and electronic disc formats.



This item supersedes item 455 of Application 84-64 in order to indicate a change in the media format from hardcopy to electronic disk.

Recommendation:
For hardcopy documents, retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.



For information on electronic data, retain in office for three (3) years from the date of data entry, then reuse and/or dispose of providing no litigation is pending or anticipated.

350.05
Fiscal Administration Files

Dates:

1974 -


Volume:
14 Cu. Ft.


Annual Accumulation:
2 Cu. Ft.


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office for six (6) years per Application 84-66.



This item supersedes items 451 and 456 of Application 84-64 in order to decrease the retention period from six (6) years to three (3) years.

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

350.06
Guest Register


Dates:

1982 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This item supersedes item 457 of Application 84-64 in order to change the retention period from "dispose of at discretion of agency" to "thirty (30) days."


Recommendation:
Retain in office for thirty (30) days, then dispose of.

350.07E 
Index to the Permanent Collections

Dates:

1950 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of an index listing pertinent to the Tarble Arts Center's permanent collection of artifacts.  Data include description of article, date of acquisition, and location.


Recommendation:
Retain computer magnetic disks in office on a permanent basis.  (All computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

350.08
Membership Drive Files

Dates:

1983 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Records include pledges, membership lists, membership applications, index card files of members' addresses, and billing records for ongoing pledge donations to the Tarble Arts Center.



From 1983 to 1990, the record series is only maintained in hardcopy format.  From 1990 (and ongoing) the information is entered on electronic disk media.



This item supersedes item 458 of Application 84-64 in order to indicate a change in the media format from hardcopy to electronic media.

Recommendation:
For hardcopy documents, 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.




For information on electronic media, retain in office for three (3) years form the date of data entry, then reuse and/or dispose of providing no litigation is pending.  (All computer tape/disk maintenance and preservation procedures are to be fully applied.)

350.09
Minutes of Various Organizations

Dates:

1982 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings of various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently by the respective organizations.


Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

350.10
News Releases

Dates:

1982 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



File consists of news releases to area media concerning special classes/workshops to be sponsored by the Tarble Arts Center, for special exhibits and events.



This item supersedes item 459 of Application 84-64 in order to change the retention period from "retain at discretion of agency" to "thirty (30) days".


Recommendation:
Retain in office for thirty (30) days, then dispose of.

350.11
Permanent Collection Record

Dates:

1950 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Alphabetical by subject



This record series consists of documents created for the purpose of acquiring ownership (either through gift or payment) of articles which make up the Tarble Art Center's permanent collection.  Included are Gift Release Forms for articles donated to the center, Ownership Release Forms for works purchased for the center, slides/photographs of articles which become part of the center's permanent collection, and the inventory control listing which attaches an inventory number to each article of the permanent collection.  File also contains Folk Art information.



This item supersedes item 460 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain permanently.

350.12
Personnel Files (Civil Service, Professional Administrative)

Dates:

1981 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, evaluations, letters of recommendation, copies of employment applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

350.13
Property Control Files

Dates:

1981 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

350.14
Sign In Sheets (Employees)

Dates:

1982 -


Volume:
1/4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



Record series contents indicate name of employee, time and work assignment of employees of the Tarble Arts Center.



This item supersedes State Records Application 84-64, item 461, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain two (2) years in office, then dispose of.

350.15
Tarble Arts Center Educational Program Files

Dates:

1982 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by name



The Tarble Arts Center offers an educational program in the creative arts to an eight-county service area in East-Central Illinois. The educational program consists of a variety of exhibits, studio workshops, lectures, films, and music presentations.  The center sponsors winter/spring classes and workshops in the creative arts and this record series consists of registration forms for enrollment in classes, class rosters, class schedules, program descriptions/outlines and, contracts with instructors who conduct workshops or classes.



From 1982 to 1990, the record series is maintained in hardcopy format.  From 1990 (and ongoing) the information is entered on electronic media (disk).



This item supersedes item 454 of Application 84-64 in order to indicate a change in media format from hardcopy to electronic disk.

Recommendation:
For hardcopy documents, retain in office for five (5) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.



For information in electronic format, retain in office for five (5) years form the date of data entry, then with the assistance of University Archives staff, review the series and transfer any information possessing archival value to the University Archives for permanent retention.  Information transferred to the University Archives is printed from the electronic data base.  After review or transfer to the University Archives, any remaining electronic tapes/disks are to be reused and/or disposed of providing no litigation is pending or anticipated.  (All computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

COLLEGE OF ARTS & HUMANITIES

THEATER ARTS
360.01
Academic Files

Dates:

1991 -


Volume:
5 1/2 Cu. Ft.


Annual Accumulation:
3 Cu. Ft.


Arrangement:
Alphabetical by subject



This record series consists of the academic files for the office of the Department of Theatre Arts.  The records include:  tallies of student requests; Excellence in Fine Arts (Bachelor of Fine Arts) and Financial aid information; work requests; and student employment information.  Originals of Financial Aids information are maintained by the Office of Financial Aids per Application 84-67, item 60.



This item supersedes State Records Application 84-64, item 442, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years then review files and dispose of all items no longer possessing any administrative value.

360.02
Academic Course Proposals (Approved)

Dates:

1989 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which describe new courses offered through the Theater Arts Program.  Data include type of credit, content of course, type of teaching method, and name of teacher.  Originals are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments at the university maintain the record series for three (3) years after supersession.



Recommendation:
Retain in office for three (3) years, then dispose of providing course proposals have been superseded.

360.03
Administrative Correspondence and Related Documents

Dates:

1994 -


Volume:
7 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Theater Arts Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 443 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

360.04
Celebration Files (Originals)

Dates:

1977 -


Volume:
5 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
--



This record series consists of the "celebration" files for the Office of the Department of Theatre Arts.  "Celebration" is an annual community arts festival sponsored through the College of Fine Arts.  The records include press releases; newspaper clippings; biographies of participants; minutes of meetings; flyers and correspondence.



This item supersedes State Records Application 84-64, item 444, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain permanently in office.  Upon expiration of administrative value, offer to transfer to the University Archives for review and archival processing and maintenance.

360.05
Class Schedules

Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught by this department during a semester.  The class schedules indicate time, location, name of instructor, credits, descriptive titles of courses, and the maximum number of cards (positions) available for course registration.  Also included in this record series is the Course and Schedule Changes Following Pre-Registration which indicate:  the need to add more student seats to classes in demand following pre-registration; new courses and sections added to accommodate over registration; and courses and sections canceled due to too few registration requests.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

360.06
Course Syllabi

Dates:

1995 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department.  



This item supersedes item 445 of Application 84-64 in order to change the description of the record series and to change the retention period from "until superseded" to two (2) years.


Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

360.07
Department Staff Meeting Minutes (Originals)

Dates:

1989 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings of department staff meetings.


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

360.08
Enrollment Count Files

Dates:

1991 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports).


Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

360.09
Faculty Personnel Files

Dates:

1994 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include copies of requests for leaves of absences, correspondence with/regarding leaves of absences, and evaluations by chair and other staff.  Originals of the record series are permanently maintained by the President's Office per item 100.05 of Application 95-12.



Recommendation:
Retain in office for five (5) years following termination of employment, 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.

360.10
Fiscal Transaction Files

Dates:

1991 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
By line item number



This record series consists of the fiscal transaction files of the Office of the Department of Theatre Arts.  The files contain records covering the General Revenue Account and the Players Account (student fees).  Records included are requisitions, purchase orders, budget changes, check requests, and profit loss statements.  Originals are maintained by the university's Business Office.



This item supersedes State Records Application 84-64, item 446, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

360.11
Grade Rosters

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of computer printouts generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the students' grades.  Originals are maintained by the Registrar's Office for thirty (30) years per 230.08 of Application 92-78.



Recommendation:
Retain in office for three (3) years, then dispose of providing no litigation is pending or anticipated.

360.12
Job Applications and Vitae (Not Hired) (Originals)

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents received from individuals seeking faculty positions within the department.  Western Illinois University maintains "Inactive Applicants Files" for three (3) years per item 426 of Application 85-149.


Recommendation:
Retain in office for three (3) years, then dispose of providing no litigation is pending or anticipated.

360.13
Lists of Majors

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate students majoring in Theater Arts.  Data include name, social security number, class standing, and GPA.



Recommendation:
Retain in office for five (5) years, then dispose of.

360.14
Minutes of Various Organizations

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings of various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently by the respective organizations.



Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

360.15
Personnel Files (Civil Service, Professional Administrative)

Dates:

1995


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of employment applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.



Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

360.16
Production Slide Files

Dates:

1952 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
--



This record series consists of the production slide files for the office of the Department of Theatre Arts.  The files include still slides taken from various productions presented by the department, with an average of 36 slides per show.



This item supersedes State Records Application 84-64, item 448, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain permanently in office.  Upon expiration of administrative value, offer to transfer to the University Archives for its review, processing, and retention.

360.17
Property Control Files

Dates:

1993 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.



This application item supersedes item 447 of application 84-64 in order to change the retention period from "until superseded" to "three (3) years."

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

360.18
Strategic Academic Plans and Program Reviews/Reports

Dates:

1993 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments' present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

360.19
Student Evaluations of Faculty (Originals)

Dates:

1993 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of forms completed by students for evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

360.20
Student Files

Dates:

1990 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by name



Files include grade reports; graduation requirement checklists; entrance exam scores; pre-enrollment worksheets; memos; and correspondence.  Students' permanent records are permanently maintained by the Registrar's Office per item 230.16 of Application 92-78.



This item supersedes item 449 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, then dispose of providing no litigation is pending or anticipated.

360.21
Video Production Files

Dates:

1992 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
--



This record series consists of the video production files for the Office of the Department of Theatre Arts.  The files include video tapes, and DVD’s of assorted productions presented by the Theatre Department.



This item supersedes State Records Application 84-64, item 450, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain permanently in office.

360.22
Faculty Workload Schedules (Originals)

Dates:

1985 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of workload schedules of department faculty.  Data include departments, dates of courses, course credit information, estimated enrollment, 10th day enrollment, credit unit equivalents, and faculty analysis information.



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.


	360.23  
	
	Theater/Event Ticket Stubs (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	7 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of ticket stubs submitted by individuals attending events at the Theater Arts Center.  Data include name of event, price, date/time, and seat location.  Northern Illinois University maintains “Box Office Ticket Stubs and Related Audit Reports” for six (6) years per item 750.02 of Application 89-27.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for six (6) years in office, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition Approved 6/23/04  


	360.24  
	
	Faculty Grade Books (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1986-  
	
	

	
	
	Volume:
	16 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of faculty grade books maintained by the Office of the Theater Arts Department.  These grade books are primarily maintained by the department to meet contractual checklist obligations for faculty who leave the department/university.  Faculty members currently record grades electronically and forward them to the Office of the Registrar. A printed computer report is returned  to the individual faculty member for retention. Original grade rosters are maintained by the University’s Registrar’s Office for thirty (30) years per item 230.08 of Application 92-78.  In addition, “Student Permanent Record Files” (which include all recorded grades) are maintained permanently per item 230.16 of State Records Application 92-78.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for five (5) years after the date of generation, 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 

as Amended

12/20/06  


COLLEGE OF BUSINESS & APPLIED SCIENCE

DEAN OF BUSINESS & APPLIED SCIENCE
370.01
Administrative Correspondence and Related Documents

Dates:

1974 -


Volume:
32 Cu. Ft.


Annual Accumulation:
4 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Dean's Office and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 308 of Application 84-64 in order to change the description and to provide for "weeding" of the record series by staff of the University Archives.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

370.02
Class Schedules

Dates:

1974 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught by this department during a semester.  The Class Schedule also indicates time, location, name of instructor, credits, the descriptive title of the course, and the maximum number of cards (positions) available for registration.  Also included in this record series is the Course and Schedule Changes Following Pre-Registration which indicate the need to add more seating for classes in demand following pre-registration; new courses and sections added to accommodate over registration, and courses and sections canceled due to low demand.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

370.03
Course Syllabi

Dates:

1974 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department.


Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

370.04
Department Staff Meeting Minutes (Originals)

Dates:

1974 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings of staff meetings.


Recommendation:
Retain in office for ten (10) years or until administrative value has expired, whichever is longer, then transfer to the University Archives for permanent retention.

370.05
Faculty Evaluation Files

Dates:

1974 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of faculty evaluations by the department chair and/or Dean (as well as self evaluations).  Originals are maintained permanently by the President's Office.


Recommendation:
Retain in office for five (5) years following termination of employment, 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.

370.06
Faculty Personnel Files

Dates:

1940 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include copies of requests for leaves of absences, correspondence regarding leaves of absences, evaluations by chair and other staff, and copies of grievances and related complaint data.  Originals of the record series are permanently maintained by the President's Office per item 100.05 of Application 95-12.



This item supersedes item 309 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following termination of employment, 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.

370.07
Faculty Summer Rotation Plans

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by name



This record series consists of summer faculty assignment charts showing the employee's name and year last assigned to work the summer term.  Statements of policy, approval of the rotation plans and other related correspondence are also included.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

370.08
Fiscal Administration Files

Dates:

1974 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office for six (6) years per Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

370.09
Job Applications and Vitae (Not Hired) (Originals)

Dates:

1989 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents from individuals seeking various positions within the school.  Western Illinois University maintains Inactive Applicants Files for three (3) years per item 426 of Application 85-149.



Recommendation:
Retain in office for three (3) years, then dispose of providing no litigation is pending or anticipated.

370.10
Labor Agreements


Dates:

1974 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of agreements, by the administration and the professional body representing instructors, which stipulate management and labor responsibilities during the work day.  (Agreements are renewed on a random basis.)  Record copies of the series are maintained by the Collective Bargaining Unit for "two (2) years following expiration, then offer to University Archives for possible accessioning" per this application.



Recommendation:
Retain in office for two (2) years, then dispose of.

370.11
Minutes of Meetings of Various Organizations

Dates:

1974 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently by the respective organization.



Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

370.12
Personnel Files (Civil Service, Professional Administrative)

Dates:

1974 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of employment applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

370.13
Scholarship Files (Accepted and Rejected)

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by name



This record series consists of files which indicate successful and unsuccessful candidates applying for scholarships within the School of Business and Applied Sciences.



Contents include application forms, statements of awards, request statements, and supporting correspondence.  The Financial Aid Office maintains Financial Aid Eligibility and Disbursement Folders for five (5) years after graduation or last date of attendance per item 130 of Application 92-78.



Recommendation:
For accepted applicants, retain in office for five (5) years following graduation or last date of attendance, 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.




For rejected applicants, retain in office for five (5) years following date of rejection, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

370.14
Strategic Academic Plans and Program Reviews/Reports

Dates:

1974 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

370.15
Waiver Appeals

Dates:

1974 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Waivers are completed by students when they want to take one course in place of another course.  This record series consists of the appeals of waiver denials by students.  Originals of the record series are maintained for ten (10) years following disposition of review by the Registrar's Office per item 230.21 of Application 92-78.



Recommendation:
Retain in office for five (5) years, then dispose of.

370.16
Faculty Workload Schedules

Dates:

1993 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of workload schedules of school faculty.  Data include department name, date of courses, course credit information, estimated enrollment, 10th day enrollment, credit unit equivalents, and faculty activity analysis information.



Originals are maintained for five (5) years by the respective department per this application.



Recommendation:
Retain in office for two (2) years, then dispose of.

COLLEGE OF BUSINESS & APPLIED SCIENCE

DEAN OF BUSINESS AND APPLIED SCIENCE

STUDENT CENTER FOR ACADEMIC AND PROFESSIONAL DEVELOPMENT
380.01
Administrative Correspondence and Related Documents

Dates:

1992 -


Volume:
4 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological by year, 





Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Admissions, Graduation, and Advisement Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 297 of Application 84-64 in order to change the description of the record series and to provide for "weeding" of documents by the University Archives.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

380.02
Advisor's Files

Dates:

1973 - 


Volume:
4 Cu. Ft.


Annual Accumulation:
--


Arrangement:
Alphabetical



These records contain copies of grade reports, graduation check lists and other advisory placement information.



This record series also includes printouts showing the names of students assigned to each advisor, the student's social security number and major.



This item supersedes State Records Application 84-64, item 286, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years after graduation or date of last attendance, then dispose of.

380.03
Appeals for Admission to the College of Business (Originals)

Dates:

1992 -


Volume:
5 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of copies of appeals for admission to the College of Business and related correspondence and transcripts.



This item supersedes item 298 of Application 84-64 in order to increase the retention period from "until student graduates or until one (1) year after decision" to "five (5) years following graduation or five (5) years after date of decision.

Recommendation:
Retain in office for five (5) years following graduation or five (5) years after date of decision, whichever is applicable, then dispose of providing no litigation is pending or anticipated.

380.04
Applications for Admission to the College of Business

Dates:

1992 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of applications for admission to the College of Business.  (Applications for admission to the College of Business must be made for the terms the student wishes to be admitted.)



This application item supersedes item 299 of Application 84-64 in order to change the description of the record series and to increase the retention period from "until student graduates" to "five (5) years following graduation or last date of attendance".

Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

380.05
Fiscal Administration Files


Dates:

1989 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office per Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

380.06
Grade Labels

Dates:

1981 -


Volume:
2 1/2 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological



This record shows the grades of all students and this report is used by the Admissions Officer when reviewing applications for the College of Business.



This item supersedes State Records Application 84-64, item 323, to provide for the incorporation of the file series into this revised records disposition application and to increase the retention period from three (3) years to five (5) years.


Recommendation:
Retain five (5) years in office, then dispose of.

380.07
Graduation Card Index File (Originals) (Discontinued)

Dates:

1948 - 1989


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This card file shows the name, year of graduation, the degree awarded and the major of students graduating from EIU's College of Business.



This item supersedes State Records Application 84-64, item 324, to provide for the incorporation of the file series 


into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Dispose of upon expiration of administrative value.

380.08
Graduation Certification Records

Dates:

1970 -


Volume:
10 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Alphabetical



This record series consists of applications for graduation, transfer evaluations, transcripts (unofficial copies), grade sheets (graduation plans records), class waivers, and a report (pink) showing the requirements set for graduation.



This item supersedes State Records Application 84-64, item 325, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain for five (5) years after graduation, then dispose of.

380.09
Monthly Waiver Report Summary

Dates:

1980 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of summary reports which identify students seeking waiver of graduation requirements.



Data include name of student, date/type of request, major, and code number of waiver.  Original Academic Waiver Reports are maintained by the Vice President for Academic Affairs for five (5) years per this application.



Recommendation:
Retain in office for two (2) years, then dispose of.

380.10
Personnel Files (Civil Service, Professional Administrative)

Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of employment applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

COLLEGE OF BUSINESS & APPLIED SCIENCES

DEAN OF BUSINESS & APPLIED SCIENCES

FAMILY AND CONSUMER SCIENCES
390.01
Administrative Correspondence and Related Documents

Dates:

1967 -


Volume:
52 Cu. Ft.


Annual Accumulation:
3 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Family and Consumer Sciences Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 68 and 68A of Application 84-64 in order to change the description of the record series and to provide for weeding of documents by the University Archives staff.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

390.02
Class Schedules

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught by this department during a semester.  The Class Schedule also indicates time, location, name of instructor, credits, the descriptive title of the course, and the maximum number of cards (positions) available for students who might wish to register for the course.  Also included in this record series is the Course and Schedule Changes Following Pre-Registration which indicates the need to add more seating to classes in demand, new courses and sections added to accommodate over registration, and courses and sections canceled due to low demand.



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

390.03
Course Syllabi

Dates:

1969 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department.  



This item supersedes items 59 and 62 of Application 84-64 in order to provide for a uniform retention period of two (2) years following supersession.

Disposition Approved 05/20/98
Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

390.04
Department Staff Meeting Minutes (Originals)

Dates:

1989 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.



Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

390.05
Enrollment Count Files

Dates:

1979 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports).


Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

390.06
Facility/Space Files

Dates:

1969 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which are used by the department to reserve specific rooms/facilities for educational programs/classes.



Contents include space planning requests, duplicate blueprints of the facility, and supporting correspondence.



Recommendation:
Retain in office for three (3) years, then dispose of.

390.07
Fiscal Administration Files

Dates:

1977 -


Volume:
8 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office for six (6) years per Application 84-66.



This item supersedes items 60 and 68H in order to combine the record series into a single description with a uniform retention period of three (3) years.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

390.08
Fiscal Transaction Files

Dates:

1987 -


Volume:
6 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
By Fiscal Year



This record series consists of the fiscal transaction files for the Office of the School of Family and Consumer Sciences.  The records include purchase orders; requests for payments; warranties; invoice vouchers; travel vouchers; lists of telecommunication fees; postage rates and duplicating fees; student workers and office equipment fees; accounting records for the Student Family and Consumer Sciences Association (SAFCS) account, Home Economics lab breakage account, child development lab account, Elderhostel account (printout), and the Family and Consumer Sciences Alumni gift account, and other various accounts.  Original fiscal records are maintained by the university's Business Office per Application 84-66.



This item supersedes State Records Application 84-64, item 60, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

390.09
Faculty Workloads

Dates:

1975 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
By academic year



The records include information which allows for the even distribution of the teaching workload among department faculty.



This item supersedes State Records Application 84-64, item 61, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years, then dispose of provided no litigation is pending or anticipated.

390.10
Grade Rosters

Dates:

1991 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of a computer printout generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the students' grades.  Originals are maintained by the Registrar's Office for thirty (30) years per item 230.08 of Application 92-78.



Recommendation:
Retain in office for three (3) years, then dispose of providing no litigation is pending or anticipated.

390.11
Grant Program Revision Files

Dates:

1976 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by fiscal year



This record series consists of documentation of annual grant program renewals and/or revisions and related correspondence/memoranda.  The EIU Office of Research and Grants maintains "Grant Applications and Funding Records" for a period of six (6) years per this applications.



This item supersedes State Records Application 84-64, item 68D, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following the termination and/or completion of the corresponding grant project(s), then dispose of providing all audits (federal and state) have been completed under the supervision of the Auditor General, if necessary, no litigation is pending or anticipated, and providing all final reports of the grant program results are first offered to the University Archives for its acquisition and permanent retention.

390.12
Internship Files

Dates:

1984 -


Volume:
8 Cu. Ft.


Annual Accumulation:
8 Cu. Ft.


Arrangement:
Alphabetical by intern's name



This record series consists of individual folders created for each student participating in an internship program offered by the Lumpkin College of Business and Applied Sciences.  Types of documents/forms contained are:


(1)
Applications for Internship*


(2)
Internship Plan


(3)
Internship Agreement w/ participating agency (includes duties to be 
performed)


(4)
Resumes of Intern


(5)
Reports of Related Work


(6) 
"Shadowing Experience" Program Agreement


(7)
Weekly report of hours worked and report of duties performed


(8)
Supervisor's midterm evaluation


(9)
Midterm performance review by internship coordinator*


(10)
Supervisor's final evaluation


(11)
Final review of performance by Internship coordinator*


(12)
Related correspondence


*  The university's Office of Career Planning and Placement receives copies of these forms/reports and maintains them for thirty-five (35) years per item 22 of Application 84-67.



This item supersedes State Records Application 84-64, item 57, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain for ten (10) years after graduation or date of last attendance, then dispose of.

390.13
Job Applications and Vitae (Not Hired) (Originals)

Dates:

1966 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents received from individuals seeking faculty positions within the department.



This application item supersedes item 63 of Application 84-64 in order to   change the description of the record series. 


(No change in the retention period is proposed.)


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.

390.14
Lists of Majors

Dates:

1980 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate students majoring in Family and Consumer Sciences.  Data include name, social security number, class standing, and GPA.



Recommendation:
Retain in office for five (5) years, then dispose of.

390.15
Masters Theses

Dates:

1986 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of the department's copies of theses written by Masters Degree candidates.  The University Library permanently maintains original Masters Theses.


Recommendation:
Retain in office for ten (10) years following graduation or date of last attendance, then dispose of.

390.16
Minutes of Various Committees and Organizations

Dates:

1989 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (e.g., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently by the respective organizations.



Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

390.17
"Peace Meal" Grant Fiscal and Programmatic Administration Files

Dates:

1988 -


Volume:
24 Cu. Ft.


Annual Accumulation:
6 Cu. Ft.


Arrangement:
Chronological by fiscal year



"Peace Meal" is a federally funded (Older Americans Act) senior nutrition grant program which services approximately 1,600 meals daily (home delivered/congregate site) in various communities throughout a fourteen county area.  The program is administered under the auspices of the Illinois Department on Aging, the East Central Illinois Area Agency on Aging, Inc., and the Eastern Illinois University School of Home Economics.  File series contents for the following areas include:


1.
Fiscal Administration - Cash disbursement ledgers, receipts general ledger, weekly reports (showing employee timekeeping/food expenditures, etc.).


2.
Programmatic Administration - units of service logs (showing time expended per service requirement), monthly logs, copies of program participant surveys, program service demographic reports (indicating number of meals service per site), and related work papers.



This item supersedes State Records Application 84-64, item 68E, to provide for the incorporation of the file series into this revised records disposition application and to change the retention period from three (3) years to five (5) years.


Recommendation:
Retain in office for five (5) years following the termination and/or completion of the corresponding grant project(s), then dispose of providing all audits (federal and state) have been completed under the supervision of the Auditor General, if necessary, no litigation is pending or anticipated, and providing all final reports of the grant program results are first offered to the University Archives for its acquisition and permanent retention.

390.18
Peace Meal Program Historical Files (Originals)

Dates:

1976 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of documentation of the growth and development of the Peace Meal Program since its inception.  The files include copies of program budget revisions and all related correspondence.



This item supersedes State Records Application 84-64, item 68F, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then offer to transfer to the University Archives for permanent retention.  If such offer is refused by University Archives staff, then dispose of.

390.19
Personnel Files (Civil Service, Professional Administrator)

Dates:

1981 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of employment applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

390.20
Personnel Files (Non-Faculty)

Dates:

1966 -


Volume:
3/4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of the non-faculty personnel files for the Office of the School of Family and Consumer Sciences.  The files include civil service employee information (e.g., resumes, letters of recommendation) and faculty/office correspondence.  Original personnel files for civil service employees are maintained for sixty-five (65) years by the Office of Personnel and Employee Relations per item 158 of Application 84-66.



This item supersedes State Records Application 84-64, item 66, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)

Disposition Approved 05/20/98
Recommendation:
Retain in the office for five (5) years following date of separation from employment, 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.

390.21
Personnel Files (Faculty)

Dates:

1966 -


Volume:
6 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by faculty



This record series consists of the faculty information files for the Office of the School of Family and Consumer Sciences.  The records include vitae, student evaluations of faculty, faculty activity analyses, promotion recommendations from the department chairman, and correspondence.  Original personnel files for faculty are maintained by the President's Office per item 5 of Application 84-65.



This item supersedes State Records Application 84-64, item 67, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in the office for five (5) years following the date of separation from employment, 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.

390.22
Property Control Files

Dates:

1967 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.



This item supersedes item 64 and 68B of Application 84-64 in order to change the retention period from "until superseded" to "three (3) years".

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

390.23
Strategic Academic Plans and Program Reviews/Reports

Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the department's present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

390.24
Student Employment and Work Study Files

Dates:

1991 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week); Employment Authorization Forms; and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per item 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

390.25
Student Evaluations of Faculty (Originals)

Dates:

1987 -


Volume:
8 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of forms completed by students evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.


Recommendation:
Retain in office for five (5) 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.

390.26
Student Files (Majors in Family and Consumer Sciences)

Dates:

1959 -


Volume:
46 Cu. Ft.


Annual Accumulation:
1 1/2 Cu. Ft.


Arrangement:
Alphabetical by student name



Files contain high school academic record, transfer data from prior university or school, academic report, correspondence, application for graduation, copy of final transcript, graduation plan, final term check list, supervisor's report for student interns (original), and record of any special awards the student received while attending the university.  All essential data regarding the student's academic record is maintained by the Registrar's Office on a permanent basis.



This item supersedes State Records Application 84-64, item 58, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain for five (5) years following the date of graduation or day of last attendance at the university, then dispose of providing no litigation is pending or anticipated.

390.27
Student Files - Alumni or Inactive Files

Dates:

1930 -


Volume:
22 1/2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Alphabetical



This record series consists of the student files for the office of the School of Family and Consumer Sciences.  The files contain undergraduate, graduate, inactive, alumni, and M.A. in Gerontology student information.  Examples include program studies, grade slips, grade changes, transcripts, notes on academic progress, internship reports, grade waivers, letters of recommendation (e.g., student teaching), and general correspondence.  Original records of students' courses taken, grades received and degree earned are maintained by the university's Registrar's Office on a permanent basis per Application 84-67.



This item supersedes State Records Application 84-64, item 65, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in the office for five (5) years after graduation or date of last attendance, 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.

390.28
Textbook Listings

Dates:

1991 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by course number



This record series consists of documents which identify specific works used in conjunction with programs under the Family and Consumer Sciences Department.



Recommendation:
Retain in office for thirty (30) days, then dispose of.

390.29
Waiver Appeals

Dates:

1967 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Waivers are completed by students when they want to take one course in place of another course.  The record series consists of the documentation of appeals of students regarding courses taught by the department.  Originals of the record series are maintained for ten (10) years following disposition of review by the Registrar's Office.


Recommendation:
Retain in office for five (5) 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.

	390.30  
	
	Student Files – Alumni or Inactive Files  
	
	

	
	
	
	
	

	
	
	Dates:
	1930-  
	
	

	
	
	Volume:
	83 ½ Cubic Feet   
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of the student files maintained by the Office of the School of Family and Consumer Sciences.  The files contain undergraduate, graduate, inactive, alumni and M.A. in Gerontology student information.  File series contents include; program studies, grade slips grade changes, transcripts, notes on academic progress, internship reports, grade waivers, letters of recommendation (e.g. student teaching), and all related correspondence.  Original student records of courses taken, grades received and degrees earned are maintained by the University’s Registrar’s office on a permanent basis per item 230.16 of State Records Application 92-78.  This item supersedes item 390.27 of State Records Application 96-32 to extend the length of the retention period from five (5) years to ten (10) years in order to assist the department in accommodating increasing numbers of job recommendation requests from alumni, inactive students, etc.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for ten (10) years after graduation or date of last attendance, then destroy 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 

as Amended

12/20/06  


	390.31  
	
	Faculty Workloads and Staffing Plans  
	
	

	
	
	
	
	

	
	
	Dates:
	2000-  
	
	

	
	
	Volume:
	2 ½ Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by semester and year  
	
	

	
	
	
	
	

	
	
	
This record series consists of an individual file for each faculty member which contains the “Assignment of Duties for Academic Year” form, more commonly known as the “Faculty Workloads”. The form contains information which enables the courses the instructor has agreed to teach to be evaluated in such a manner as to evenly distribute the teaching workload for the department among the entire faculty. The staffing plans include the Personnel Authorization Form with a listing of what classes each instructor/professor will be teaching for that specific semester.


This item supersedes State Records Application 96-32, item 390.09 in order to expand the record series description to include “staffing plans” and to make the recommendation media-neutral per agency request.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after the date of generation, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 6/18/14  


CHILD CARE RESOURCE AND REFERRAL

	
	
	
	
	

	395.01  
	
	Child Care Resource and Referral Grant Programmatic Administration Files  
	
	

	
	
	
	
	

	
	
	Dates:
	1990-  
	
	

	
	
	Volume:
	12 Cubic Feet / 3.6 GB  
	
	

	
	
	Annual Accumulation:
	½  Cubic Feet / 150 MB  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
The Child Care Resource and Referral (CCR&R) Program was founded in 1990 through the EIU School of Family and Consumer Sciences in order to provide various services to several counties in the central Illinois region. The CCR&R offers referrals of child care providers to parents and families; provides child care resources and technical assistance to parents, families, and child care providers; and assists families in paying for child care. This record series consists of service logs (e.g. record of staff visits to child care provider facilities, record of training session data for child care providers); monthly logs (e.g. record of materials distributed to clients including consumer education materials); surveys (e.g. client evaluations of services and participant evaluations from training sessions); fiscal and programmatic reports; data reports (e.g. supply and demand data on child care in the six county region) and related work papers.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for five (5) years after the end of the program year, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 9/18/13  


  
	395.02  
	
	Child Care Resource and Referral Historical Files  
	
	

	
	
	
	
	

	
	
	Dates:
	1990 -  
	
	

	
	
	Volume:
	12 Cubic Feet / 3.6 GB  
	
	

	
	
	Annual Accumulation:
	½  Cubic Feet / 150MB  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of documentation of the growth and development of the Child Care Resource and Referral Program since its inception.  The files include copies of program budgets, copies of contracts, photographs of program activities, and related correspondence.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office permanently or transfer to the University Archives for permanent retention.  
  
	
	Disposition approved 9/18/13  


	395.03  
	
	Fiscal Administration Files (Departmental Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	1990-  
	
	

	
	
	Volume:
	12 Cubic Feet / 3.6 GB  
	
	

	
	
	Annual Accumulation:
	½  Cubic Feet / 150 MB  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of fiscal records including copies of the following:  monthly expenditures, purchase orders, requisitions, budget files, budget working files, travel vouchers, related correspondence, reports, budget statements, fund forms, bills, invoices and related vouchers.  Originals are maintained by the University’s Vice President for Business Affairs Accounting Office/Comptroller.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.
  
	
	Disposition approved 9/18/13  

	395.04  
	
	Personnel Files (Departmental Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	1990-  
	
	

	
	
	Volume:
	2 Cubic Feet / 600MB  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of personnel files for Child Care Resource and Referral that summarizes work histories of civil service, administrative professional, and student employees.  Files contain personnel documents which may include: notices of suspension, lay-off, or termination; job classification changes; salary changes; worker’s compensation forms, correspondence; and related materials. Original civil service files are maintained by the University’s Human Resource Office. Original Administrative Professional files are maintained by the Office of the Vice President for Student Affairs. Original student employee files are maintained by the University’s Office of Financial Aid/Student Employment. Original graduate assistant files are maintained by the University’s Graduate School Office.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for five (5) years after separation from employment, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary and no litigation is pending or anticipated.
  
	
	Disposition approved 9/18/13  

	395.05  
	
	Routine Administrative Correspondence and Related Supporting Documents (Originals and Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1990-  
	
	

	
	
	Volume:
	1 Cubic Feet / 300 MB  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of incoming and outgoing correspondence and documents for Child Care Resource and Referral that are exchanged by offices of the university, federal/state/county/local offices, other offices external to the institution, and various outside entities/individuals.


“Routine Administrative Correspondence documents” are defined as:

· Extra copies of documents, blank forms, or reports preserved only for ease of reference or for supply purposes, where one copy has been retained for record purposes;

· Letters of transmittal and acknowledgement;

· Non-personally addressed, unsolicited correspondence and communications that originate outside of the agency such as various university memoranda;

· Requests for publications or information after the requests have been filled;

· Replies to questionnaires, where the summary results have been retained for record purposes;

· Material not filed as evidence of administrative activity or for the information content thereof, including—

· Working notes, where a final report has been issued

· Documents regarding regular office functions, such as correspondence requesting supplies, scheduling meetings, or informing others of an employee absence, where a record copy of financial or personnel actions is retained in another record series.  
	
	


	
	
	Recommendation:
	Retain for three (3) years, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 9/18/13  


	395.06  
	
	Attendance Files (Departmental Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	1990-  
	
	

	
	
	Volume:
	4 Cubic Feet / 1.2GB  
	
	

	
	
	Annual Accumulation:
	2 Cubic Feet / 600 MB  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of employees’ request for leave slips, records of  office attendance, vacation time requested by office staff, and related correspondence. The request for leave data is then electronically entered into the University’s Banner timekeeping system.   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 9/18/13  


COLLEGE OF BUSINESS & APPLIED SCIENCE

DEAN OF BUSINESS AND APPLIED SCIENCE

ROTC
400.01
Academic Course Proposals (Approved)


Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which explain new courses offered through the ROTC Program.  Data include type of credit, content of course, type of teaching method, and name of teacher.  Originals are permanently maintained by the Vice President's Office of Academic Affairs.  Other departments at the university maintain the record series for three (3) years after supersession.


Recommendation:
Retain in office for three (3) years, then dispose of providing course proposals have been superseded.

400.02
Administrative Correspondence and Related Documents

Dates:

1993 -


Volume:
10 Cu. Ft.


Annual Accumulation:
3 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the ROTC and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

400.03
Class Schedules

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught by this department during a semester.  The Class Schedule also indicates time, location, name of instructor, credits, the descriptive title of the course, and the maximum number of cards (positions) available for registration.  Also included in this record series is the Course and Schedule Changes Following Pre-Registration which indicates the need to add more student seating to classes in demand, new courses and sections added to accommodate over registration, and courses and sections canceled due to low demand.



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

400.04
Course Syllabi

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Numerical



This record series consists of course syllabi for all classes offered by the department.  


Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

400.05
Department Staff Meeting Minutes (Originals)

Dates:

1984 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.



Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

400.06E Enrollment Count Files (Computer Tapes/Disks)


Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports).


Recommendation:
Retain computer magnetic tapes/disks in office for five (5) years following date of data entry, then dispose of providing no litigation is pending or anticipated. (All computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

400.07
Faculty Personnel Files

Dates:

1982 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include copies of requests for leaves of absences, correspondence with/regarding leaves of absences, and performance evaluations by chair and other staff.  Originals of the record series are permanently maintained per Application 95-12.


Recommendation:
Retain in office for five (5) years following termination of employment, 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.

400.08
Fiscal Administration Files

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office for six (6) years per various fiscal items of Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

400.09
Minutes of Various Organizations

Dates:

1995 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.



Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.


400.10
Mission Management/Student Files (Originals)

Dates:

1982 -


Volume:
20 Cu. Ft.


Annual Accumulation:
1 1/2 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of files summarizing the academic histories of students within the ROTC Department.  Files include grade reports, graduation requirements, exam scores, pre-enrollment worksheets, memos, and mission management data (i.e., goal sets, training breakdowns, name of 


student, graduation dates, scholarship information, national guard/reserve information, GPA).


Recommendation:
Retain permanently.

400.11
Personnel Files (Civil Service, Professional Administrator)

Dates:

1982 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

400.12
Property Control Files

Dates:

1982 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

400.13
Strategic Academic Plans and Program Reviews/Reports

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

400.14
Student Employment and Work Study Files

Dates:

1982 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week); Employment Authorization Forms; and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per item 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

400.15
Faculty Workload Schedules (Originals)

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate workload schedules of department faculty.  Data include department name, date of courses, course credit information, estimated enrollment, 10th day enrollment, credit unit equivalents, and faculty activity analysis information.



Recommendation:
Retain in office for five (5) 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.

	
	
	COLLEGE OF BUSINESS & APPLIED SCIENCE

MILITARY SCIENCE (ROTC)


	
	

	400.16  
	
	Student Files   
	
	

	
	
	
	
	

	
	
	Dates:
	2008-  
	
	

	
	
	Volume:
	6 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	¼ Cubic Feet  
	
	

	
	
	Arrangement:
	Alphabetical by student last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of departmental copies of files summarizing the academic histories of students within the Military Science Department.  Files may include grade reports, graduation requirements, exam scores, pre-enrollment worksheets, memos, and related correspondence. Original student files are maintained permanently by the University’s Office of the Registrar per item 840.04 of State Records Application 96-32.


This item supersedes item 400.10 of this Application in order to revise the record series title/description (eliminate reference to mission management data) and to reduce the retention period from permanent to five (5) years after graduation or date of last attendance  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years after graduation or date of last attendance, then destroy in a secure manner or delete from the system provided all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition approved 6/17/15  


  
	400.17  
	
	Scholarship Files (Accepted and Rejected) 
	
	

	
	
	
	
	

	
	
	Dates:
	2008-  
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	By semester
	
	

	
	
	
	
	

	
	
	
This Record Series consists of departmental copies of files which indicate successful and unsuccessful candidates applying for scholarships within the Department of Military Science.


The contents may include application forms, statements of awards, request statements, and supporting correspondence.  The University’s Financial Aid Office maintains Financial Aid Eligibility and Disbursement Folders for five (5) years after graduation or last date of last attendance.
  
	
	

	
	
	
	
	


	
	
	Recommendation:
	
Retain files for accepted applicants in office for five (5) years following graduation or last date of attendance, whichever is later, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.


Retain files for rejected applicants in office for five (5) years following the date of rejection, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.



	
	Disposition approved 6/17/15  


COLLEGE OF BUSINESS & APPLIED SCIENCE

DEAN OF BUSINESS AND APPLIED SCIENCE

SCHOOL OF TECHNOLOGY
410.01
Academic Course Proposals (Approved)

Dates:

1973 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which explain new courses offered through the Career Occupations Program.  Data include type of credit, content of course, type of teaching method, and name of teacher.  Originals are permanently maintained by the Vice President's Office of Academic Affairs.  Other departments at the university maintain the record series for three (3) years after supersession. 


Recommendation:
Retain in office for three (3) years, then dispose of providing course proposals have been superseded.

410.02
Administrative Correspondence and Related Documents

Dates:

1980 -


Volume:
10 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical  by topic



This record series consists of incoming and outgoing correspondence exchanged by the School of Technology and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes items 69 and 79 of Application 84-64 in order to change the description of the record series and to provide for weeding of documents by staff of the University Archives.


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

410.03
Class/Grade Rosters

Dates:

1988 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of a computer printout generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the student's grade.  Originals are maintained by the Registrar's Office for thirty (30) years per item 230.08 of Application 92-78.



Recommendation:
Retain in office for three (3) years, then dispose of.

410.04
Class Schedules

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of class schedules which are numerical listings (by course number) of all courses scheduled to be taught by the School of Technology during a semester.  The Class Schedule also indicates time, location, name of instructor, credits, the descriptive title of the course, and the maximum number of cards (positions) available for registration.  Also included is the Course and Schedule Changes Following Pre-Registration which indicates the need to add more student seating to classes in demand, new courses and sections added to accommodate over registration, and courses and sections canceled due to low demand.



This application item supersedes item 77 of Application 84-64 in order to change the retention period from five (5) years to three (3) years.

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

410.05
Course Syllabi

Dates:

1979 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by course number



This record series consists of course syllabi for all classes offered by the School of Technology.



This item supersedes item 74 of Application 84-64 in order to change the retention period from "until superseded" to "two (2) years after revision."


Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

410.06
School of Technology Faculty/Staff Meeting Minutes (Originals)

Dates:

1965 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to faculty/staff meetings.


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

410.07
Enrollment Count Files 


Dates:

1982 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of lists of students enrolled in each class offered by the School of Technology (i.e., 1st, 5th, and 10th day reports).


Recommendation:
Retain in office for five (5 years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

410.08E Faculty Summer Rotation Reports (Record Copies) (Computer 
Tapes/Disks


Dates:

1985 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of summer faculty assignment charts showing the employee's name and year last assigned to work the summer term.  Statements of policy, approval of the rotation plans and other related correspondence are also included.  This information is currently maintained on computer.



This item supersedes item 78 of Application 84-64 in order to change the media of the record series from hardcopy format to computer disk.  (No change in the retention period is proposed.)


Recommendation:
Retain computer magnetic tapes/disks in office for five (5) years from the date of data entry, then reuse and/or dispose of providing no litigation is pending or anticipated.  (All computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

410.09
Faculty Workloads (Originals)

Dates:

1982 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
--



This record series consists of the faculty workloads for the office of the School of Technology. The records include information which assists the in evenly distributing the teaching workload among the entire faculty.



This item supersedes State Records Application 84-64, item 75, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain five (5) years in the office, then dispose of providing no litigation is pending or anticipated.

410.10
Fiscal Transaction Files

Dates:

1988 -


Volume:
3 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
By fiscal year



The records include travel vouchers, budget reports, agency account expenditures; gift account, telephone budget (line item), equipment purchases, commodities, and student help reports.  Original fiscal records are maintained by the university's Business Office per Application 84-66.



This item supersedes State Records Application 84-64, item 70, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

410.11
Lists of Majors

Dates:

1936 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate students majoring in Technology.  Data include name, social security number, class standing, and GPA.


Recommendation:
Retain in office for five (5) years, then dispose of.

410.12
Minutes of Various Organizations

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.


Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

410.13
Personnel Files (Faculty) (Civil Service)

Dates:

1963 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical 



This record series consists of the personnel files for the office of the School of Technology.  The records include annual performance evaluations, copies of employment records authorizations to advertise open personnel positions, copies of initial contracts; letters of commendations, sick leave reports, and correspondence from the Vice President's Office regarding tenure and promotion.  Original personnel files for faculty are maintained permanently by the President's Office per item 5M of Application 84-65, and original personnel files for civil service employees are maintained for sixty five (65) years by the Office of Personnel and Employee Relations per item 158 of Application 84-66.



This item supersedes State Records Application 84-64, item 72, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in the office for five (5) years following the date of separation from employment, 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.

410.14
Personnel Files (Civil Service, Professional Administrative) 


(Discontinued)

Dates:

1973 - 1990


Volume:
1 Cu. Ft.


Annual Accumulation:
--


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.



This item partially supersedes item 82 of Application 84-64 in order to note closure of the record series at 1990.  (No change in the retention period is proposed.)


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

410.15
Positions Files (Originals)

Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Position number/alphabetical



This record series consists of the position files for the office of the School of Technology.  These files are maintained on all persons who have applied for various positions within the department, but were not accepted.  The information includes reference letters, EIU completed application forms, resumes, correspondence, and transcripts of academic work.



This item supersedes State Records Application 84-64, item 73, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then review files and dispose of those no longer possessing any administrative value.

410.16
Property Control Files

Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the School of Technology.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.



This item supersedes item 76 of application 84-64 in order to change the retention period from "until superseded" to three (3) years.

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

410.17
Strategic Academic Plans and Program Reviews/Reports

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the School of Technology present and future academic programs.  Data include goals of the department, articulated plans, program reviews and reports, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

410.18
Student Employment and Work Study Files

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week), Employment Authorization Forms, job applications and payroll time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per item 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

410.19
Student Files

Dates:

1974 -


Volume:
30 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Program/Alphabetical by student



This record series consists of the student files for the office of the School of Technology.  The records include unofficial grade changes, transfer work evaluations, course waivers, graduation requirement checklists, study plans, ACT scores, teacher certifications, semester grade reports, self study reports, and removal of incomplete work forms.  Original records of students' courses taken, grades received and degree earned are maintained by the university's Registrar's Office on a permanent basis per item 139 of Application 84-67.



This item supersedes State Records Application 84-64, items 71 and 83, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years after graduation or date of last attendance, 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.

	410.20  
	
	Attendance Files
	
	

	
	
	
	
	

	
	
	Dates:
	2004-  
	
	

	
	
	Volume:
	½ Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of departmental copies of employees’ request for leave slips, records of office attendance, leave time requested by faculty and staff, and related correspondence.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years after the date of generation, then destroy in a secure manner or delete from system providing all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition approved 8/20/14  


  
	410.21  
	
	Faculty Workload Schedules  
	
	

	
	
	
	
	

	
	
	Dates:
	2003-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This report is completed each term for School of Technology faculty and shows the percentage of time each instructor spends in organized research, public service, and instruction.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed and no litigation is pending or anticipated.

*This item is deferred to research whether the five year retention would be adequate for tenure records. 

  
	
	*Deferred 8/20/14
Disposition approved 9/17/14  


	410.22  
	
	Scholarship Files (Accepted and Rejected)  
	
	

	
	
	
	
	

	
	
	Dates:
	1989-  
	
	

	
	
	Volume:
	½ Cubic Foot  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of files which indicate successful and unsuccessful candidates applying for scholarships within the School of Technology


Contents include application forms, statements of awards, request statements, and supporting correspondence.  The Financial Aid Office maintains Financial Aid Eligibility and Disbursement Folders for five (5) years after graduation or last date of attendance per item 900.16 of Application 96-32.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	
For accepted applicants, retain in office for five (5) years following graduation or last date of attendance, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

 
For rejected applicants, retain in office for five (5) years following date of rejection, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 8/20/14  


	410.23  
	
	Graduate Assistantship Documents 
	
	

	
	
	
	
	

	
	
	Dates:
	1980-  
	
	

	
	
	Volume:
	½ Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of original graduate assistantship documents including:  the graduate assistantship application and related documents (e.g. letters of reference, resumes and cover letters); weekly timesheets for graduate assistants who were awarded positions; copies of nomination forms for those who were awarded positions (originals are maintained by the Office of the Graduate School) and all other related correspondence.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain in office for five (5) years after graduation or date of last attendance, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 8/20/14  


	410.24  
	
	Application Materials for Students Who Never Attended (Denied, Withdrawn,  No-Show, or Incomplete Applications)
	
	

	
	
	
	
	

	
	
	Dates:
	2009-  
	
	

	
	
	Volume:
	8 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	1.6  Cubic Feet  
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of individual files created for each student or applicant who applied for admission into EIU’s School of Technology and whose application was subsequently denied, withdrawn, submitted as incomplete, or was admitted but never attended (no-show).  Files may include, but are not limited to:  applications for admission, transcripts of student’s academic record, entrance exam scores, resumes, reference forms/letters, and all related correspondence.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years after the date of application denial, withdrawal, date of submission (for incompletes) or date of admittance (for no-shows) then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated. 

  
	
	Disposition approved 8/20/14  


	410.25  
	
	Textbook Listings  
	
	

	
	
	
	
	

	
	
	Dates:
	2005-  
	
	

	
	
	Volume:
	½ Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by semester and year  
	
	

	
	
	
	
	

	
	
	
This record series consists of listings of specific textbooks used in conjunction with courses under the department.  Also included in this series are copies of Textbook Issue Requirements for each class offered each semester that are provided by Textbook Rental Service.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years after the date of completion of the semester in which the course for which the textbook is used occurred, then destroy in a secure manner or delete from system provided all audits have been completed if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved as amended 6/17/15  


  
	410.26  
	
	Student Evaluations of Faculty   
	
	

	
	
	
	
	

	
	
	Dates:
	1994-  
	
	

	
	
	Volume:
	1 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of original forms completed by students evaluating instructors’ performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years after the date of generation, then destroy in a secure manner or delete from the system provided all audits have been completed if necessary and no litigation is pending or anticipated.

  
	
	Disposition approved 6/17/15  


	410.27  
	
	Alumni Surveys and Questionnaires  
	
	

	
	
	
	
	

	
	
	Dates:
	2004-  
	
	

	
	
	Volume:
	¼ Cubic/560 KB  
	
	

	
	
	Annual Accumulation:
	Negligible/50KB  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of surveys and questionnaires submitted to alumni of the School of Technology to request current data which is used in updating the alumni database and for use in the generation of various departmental reports to the university.  The data includes the name, address, major/minor, graduate school attended, email address and phone number of alumni.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for two (2) years or until superseded by a new survey or questionnaire, whichever is later, then destroy in a secure manner or delete from the system provided all audits have been completed if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 6/17/15  


  
COLLEGE OF BUSINESS & APPLIED SCIENCE

DEAN OF BUSINESS & APPLIED SCIENCE

SCHOOL OF TECHNOLOGY

ORGANIZATIONAL AND PROFESSIONAL DEVELOPMENT
420.01
Class Schedules

Dates:

1973 - 1980


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught by this department during a semester.  The Class Schedule also indicates time, location, name of instructor, credits, the descriptive title of the course, and the maximum number of cards (positions) available for registration.  Also included in this record series is the Course and Schedule Changes Following Pre-Registration which indicate the need to add more seating to classes in demand, new courses and sections added to accommodate over registration, and courses and sections canceled due to low demand.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

420.02
Course Syllabi

Dates:

1973 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department.  



This item supersedes item 80 of Application 84-64 in order to change the retention period from "until expiration of administrative value" to "two (2) years providing all syllabi have been superseded".

Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

420.03
Grant Administration Files

Dates:

1969 - 1990


Volume:
54 Cu. Ft.


Annual Accumulation:
--


Arrangement:
Chronological by year



This record series consists of the Office of Occupational Education's copies of those documents created or received in the administration of grants received from the SBE's Department of Adult, Vocational and Technical Education.  Types of records include; annual contracts by the university's Office of Occupational Education and the State Board of Education for payment of salary, travel, secretarial support and faculty development expenses; the University Plan for Vocational Education submitted to the SBE for program review purposes; accounting ledgers to record expenditures of grant funds; claim forms, notices of changes in the Vocational Education budget; and related correspondence.



This item supersedes item 546 of Application 84-64 in order to note closure of the record series at 1990 and to change the retention period from six (6) years to five (5) years following completion of project.

Recommendation:
Retain in office for five (5) years following the termination and/or completion of the corresponding grant project(s), then dispose of providing all audits (federal and state) have been completed under the supervision of the Auditor General, if necessary, no litigation is pending or anticipated, and providing all final reports of the grant program results are first offered to the University Archives for its acquisition and permanent retention.

420.04
Minutes of Various Organizations

Dates:

1975 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings of various organizations (e.g., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently by the respective organizations.



Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

420.05
Vocational Education Program Files (Originals)

Dates:

1975 - 1990


Volume:
14 Cu. Ft.


Annual Accumulation:
--


Arrangement:
Alphabetical by program areas



The university's Office of Occupational Education offers instruction to vocational education personnel in area secondary education institutions.  In conjunction with the Illinois State Board of Education's Department of Adult, Vocational and Technical Education, this office prepares vocational educational personnel in terms of their role and function in research, personnel development, and instructional materials development.  The file series contains curriculum development material on career education, instructional materials developed for vocational education programs in high school within the Office of Occupational Education's jurisdiction, workshop and faculty development materials, newsletters and other communications from the Occupational Information Committee on campus.



This item supersedes item 547 of Application 84-64 in order to change the description of the record series and to change the retention period from "seven (7) years, then weed files for accession by University Archives or destruction" to seven (7) years.


Recommendation:
Retain in office for seven (7) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

CENTER FOR CLEAN ENERGY RESEARCH & EDUCATION (CENCERE)  
	
	
	
	
	

	425.01  
	
	CENCERE (Center for Clean Energy Research and Education) Advisory Board of Directors Files  
	
	

	
	
	
	
	

	
	
	Dates:
	2013-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	By fiscal year  
	
	

	
	
	
	
	

	
	
	
This record series consists of records generated as a result of the Advisory Board meetings for CENCERE.  The files include agendas, minutes and reports of the Advisory Board; biographical information, photographs, related correspondence, and press releases.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years after the date of generation, then transfer to the University Archives for permanent retention.

  
	
	Disposition approved 7/15/15  


  
	425.02  
	
	Gifts, Grants and Scholarships  
	
	

	
	
	
	
	

	
	
	Dates:
	2013-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	By fiscal year, alphabetical by program or recipient name  
	
	

	
	
	
	
	

	
	
	
This record series consists of original agreements between various donors and the CENCERE pertinent to the funding of scholarships and other educational needs of the program including related supporting fiscal administration documents and related correspondence.  The files include funded and unfunded grant applications, narratives, budget proposals, and contracts.  Funding may come from federal grants, state grants or from private individuals or foundations.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain in office for ten (10) years following final completion of the contract or agreement, then with the assistance of the University Archives staff, review files and transfer any documents possessing archival value to the University Archives for permanent retention. Any remaining documents may be destroyed in a secure manner or deleted from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 7/15/15  


	425.03  
	
	CENCERE Student Research Files and Related Abstracts  
	
	

	
	
	
	
	

	
	
	Dates:
	2013-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	By Calendar year  
	
	

	
	
	
	
	

	
	
	
The file series contains research materials and abstracts retained on various laboratory projects conducted at CENCERE and performed by students.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for seven (7) years after the date of generation, then destroy in a secure manner or delete from the system provided all audits have been completed if necessary and no litigation is pending or anticipated.

  
	
	Disposition approved 7/15/15  

	425.04  
	
	CENCERE Mentor Program Files  
	
	

	
	
	
	
	

	
	
	Dates:
	2013-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	By fiscal year  
	
	

	
	
	
	
	

	
	
	
This record series consists of information for the Renewable Energy Mentorship Program for high school students which allows students to earn college credit.  The file includes applications, agreements, policies and college credit information.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain in office for eight (8) years after the date of generation, then destroy in a secure manner or delete from the system provided all audits have been completed if necessary and no litigation is pending or anticipated.

  
	
	Disposition approved as amended 7/15/15  


	425.05  
	
	CENCERE Operation Plans  
	
	

	
	
	
	
	

	
	
	Dates:
	2013-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	By fiscal year  
	
	

	
	
	
	
	

	
	
	
This record series consists of operation plans for the CENCERE research facility which include specific policies and procedures addressing Safety and Security, Facilities Management, Partnership, and Knowledge Sharing. The files also include general policies and lab procedures designed to meet safety and industry standards.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain one (1) copy of each plan permanently. Duplicates may be destroyed at the discretion of the agency.

  
	
	Disposition approved 7/15/15  


	425.06  
	
	CENCERE Contracts with Outside Agencies   
	
	

	
	
	
	
	

	
	
	Dates:
	2013-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	By fiscal year  
	
	

	
	
	
	
	

	
	
	
This record series consists of original contracts with outside entities who wish to use the CENCERE Building for research and business development.  This may include individuals, private companies and state or federal agencies.   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for ten (10) years after the final completion of the contract, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 7/15/15  


COLLEGE OF BUSINESS AND APPLIED SCIENCE

CHAIR OF THE SCHOOL OF BUSINESS
430.01
Academic Course Proposals (Approved)

Dates:

1977 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which explain new courses offered through the School of Business, Office of the Chair.  Data include type of credit, content of course, type of teaching method, and name of teacher.  Originals are permanently maintained by the Vice President's Office of Academic Affairs.  Other departments at the university maintain the record series for three (3) years after supersession.


Recommendation:
Retain in office for three (3) years, then dispose of providing course proposals have been superseded.

430.02
Academic Waiver Reports

Dates:

1977 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of the academic waiver request form which is distributed to the University Records Office, the Office of Students' Academic Affairs.  This record series also includes the academic waiver reports which indicates waiver granted by ID number and student's name.  The university's Records Office maintains the permanent record of a student's academic history.



This item supersedes State Records Application 84-64, item 312, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office, 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.

430.03
Administrative Correspondence and Related Documents

Dates:

1980 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the School of Business, Office of the Chair, and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes items 285, 302, 303 and 313 of Application 84-64 in order to change the description of the record series and to provide weeding of the documents by the University Archives.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

430.04
Advisement Folders - Graduate Students

Dates:

1979 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of individual files for each graduate student in the School of Business.  Records included are copies of transcripts, grade sheets, and graduation check sheets.  Copies of official transcripts and grade sheets are retained by the Registrar's Office.



This item supersedes State Records Application 84-64, item 300, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in the office for five (5) years after graduation or last date of attendance, then dispose of.

430.05
Application for Enrollment in Independent Study Courses

Dates:

1981 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This item supersedes State Records Application 84-64, item 314, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office after graduation or date of last attendance, then dispose of.

430.06
Class Schedules

Dates:

1990 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught during a semester.  The Class Schedule also indicates time, location, name of instructor, credits, the descriptive title of the course, and the maximum number of cards (positions) available for registration.  Also included is the Course and Schedule Changes Following Pre-Registration which indicates the need to add more seating to classes in demand, new courses and sections added to accommodate over registration, and courses and sections canceled due to low demand.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

430.07
Course Syllabi

Dates:

1977 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department.  



Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

430.08
Department Staff and Committee Meeting Minutes (Originals)

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.


Recommendation:
Retain permanently in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

430.09
Enrollment Count Files

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports).



Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

430.10
Faculty Activity Analysis Report

Dates:

1983 - 1993


Volume:
Negligible


Annual Accumulation:
--


Arrangement:
Chronological by year



This report is completed each term showing the percentage of time each instructor spends in organized research, public service, and instruction.

This item supersedes item 288 of Application 84-64 in order to note closure of the record series at 1993.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of.

430.11
Faculty Personnel Files

Dates:

1950 -


Volume:
23 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include copies of requests for leaves of absences, correspondence regarding leaves of absences, and evaluations by chair and other staff.  Originals of the record series are permanently maintained by the President's Office per item 100.05 of Application 95-12.


Recommendation:
Retain in office for five (5) years following termination of employment, 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.

430.12
Faculty Workload Reports (Originals) 


Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Class Number/Chronological/Alphabetical



This record series consists of faculty workload reports for each instructor showing the number of assigned classes/credit hours faculty are assigned each term.  The form is entitled "Assignment of Duties for Academic Year" but is referred to as the "Faculty Workload Report."  The Dean of the College of Business and the faculty member must co-initial the tentative assignment of duties and any revisions.  This form contains information which enables the courses to be evaluated in such a manner as to evenly distribute the teaching workload among the faculty in each department.  



This item supersedes State Records Application 84-64, items 290, 304 and 317, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years, then dispose of provided no litigation is pending or anticipated.

430.13
Fiscal Administration Files

Dates:

1973 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office per Application 84-66.



This item supersedes items 291 and 318 of Application 84-64 in order to change the description of the record series and to decrease the retention period from six (6) years to three (3) years.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

430.14
Grade Appeals Files (Originals)

Dates:

1983 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of the files of students appealing grades received in the department.  Files include a letter from the student requesting a grade appeal; supporting documents; faculty members' notes and letters stating the decision of the Personnel Committee that hears the appeal.



This item supersedes item 292 of Application 84-64 in order to increase the retention period from "one (1) year after student leaves the university" to "five (5) years following date of graduation or last date of attendance."

Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, 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.

430.15
Grade Rosters

Dates:

1988 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of a computer printout generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the student's grade.  Originals are maintained by the Registrar's Office for thirty (30) years per 230.08 of Application 92-78.



Recommendation:
Retain in office for three (3) years, then dispose of.

430.16
Grant Records

Dates:

1991 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the department's participation in various grant programs (e.g., from the State Board of Education).



Contents include application to programs, letters of acceptance, proposals, fiscal information, and progress reports.  Originals are maintained in the university's Grants and Research Office for six (6) years per this application.


Recommendation:
Retain in office for five (5) years following the termination and/or completion of the corresponding grant project(s), then dispose of providing all audits (federal and state) have been completed under the supervision of the Auditor General, if necessary, no litigation is pending or anticipated, and providing all final reports of the grant program results are first offered to the University Archives for its acquisition and permanent retention.

430.17
Job Applications and Vitae (Not Hired) (Originals)

Dates:

1990 -


Volume:
11 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents received from individuals seeking faculty positions within the department.  Western Illinois University maintains Inactive Applicants Files for three (3) years per item 426 of Application 85-149.


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.

430.18
Job Applicant File - Student

Dates:

1983 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of applications by students to participate in the Work Study Program or the Student Employment Program.  The originals are maintained by the Financial Aid Office.



This item supersedes State Records Application 84-64, item 293, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

430.19
List of Majors

Dates:

1990 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate students majoring in courses of study under the chair of the School of Business.  Data include name, social security number, class standing, and GPA.



Recommendation:
Retain in office for five (5) years, then dispose of.

430.20
Masters Theses

Dates:

1975 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of the department's copies of theses written by Master Degree candidates.  The University Library permanently retains original Master Theses.



Recommendation:
Retain in office for ten (10) years following graduation or date of last attendance, then dispose of.

430.21
Minutes of Various Organizations

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, College Curriculum Committee, Graduate Council, Dean Administrative Council, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.


Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

430.22
Monthly Waiver Report Summary

Dates:

1980 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of summary reports which identify students seeking waiver of graduation requirements.



Data include name of student, date/type of request, major, and code number of waiver.  Original Academic Waiver Reports are maintained by the Vice President for Academic Affairs for five (5) years per this application.


Recommendation:
Retain in office for two (2) years, then dispose of.

430.23
Personnel Files (Civil Service, Administrative Professional)

Dates:

1977 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employee reporting to chair and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

430.24
Position Time Rosters

Dates:

1981 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This consists of the monthly attendance reports for full-time faculty members in the bargaining unit.



This item supersedes State Records Application 84-64, item 287, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain two (2) years in office, then dispose of.

430.25
Property Control Records

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of the College of Business's copies of the annual property control inventory reports, property control transfer forms, inventory reconciliation forms, inventory cards of new acquisitions, requests to dispose of property, and requests to store surplus property.



This item supersedes State Records Application 84-64, item 305, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain three (3) years in office, then dispose of.

430.26
Requests for Absence From Duty

Dates:

1982 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of leave request forms completed by faculty of the College of Business and the disposition of classes during the period of absence.



This item supersedes State Records Application 84-64, item 294, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain three (3) years in office, then dispose of providing no litigation is pending or anticipated.

430.27
Recruitment File for Faculty Positions

Dates:

1982 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series includes employment applications, requests to advertise vacant positions, and related correspondence.  Original records of the interview process and  hiring decisions for faculty members who are employed are maintained by the Vice-President for Academic Affairs for sixty-five (65) years.



This item supersedes State Records Application 84-64, item 320, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain three (3) years in office, then dispose of providing no litigation is pending or anticipated.

430.28
Strategic Academic Plans and Program Reviews

Dates:

1980 -


Volume:
2.5 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews and annual reports, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

430.29
Student Evaluations of Faculty (Originals)

Dates:

1981 -


Volume:
1 CU. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of forms completed by students for evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.



This item supersedes item 289 and 316 of Application 84-64 in order to change the description of the record series and to increase the retention period from three (3) years to five (5) years.

Recommendation:
Retain in office for five (5) 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.

430.30
Student Files

Dates:

1994 -


Volume:
3 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by name



Files include grade reports; graduation requirement checklists; tests; entrance exam scores; pre-enrollment worksheets; memos; and correspondence.  Students' permanent records are permanently maintained by the university's Registrar's Office per item 230.16 of Application 92-78.



This application item supersedes item 306 of Application 400.19 in order to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, 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.

430.31
Student Employment and Work Study Files

Dates:

1977 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week); Employment Authorization Forms; and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.



This application item supersedes item 295 of Application 84-64 in order to change the description and to change the retention period from "5 years following separation of employment" to 5 years following graduation or last date of attendance.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

430.32
Teacher Training Records

Dates:

1978 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Alphabetical



This record series consists of applications for admission to teacher education and classroom observation records. Copies of these records are sent to the Department of Education.



This item supersedes State Records Application 84-64, items 296 and 307, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office after graduation or date of last attendance, then dispose of.

430.33
Textbook Purchase Request Records

Dates:

1982 -


Volume:
1/4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Originals are sent to and maintained by the Textbook Rental Service Office for six (6) years (see item 163 of Application 84-67).



This item supersedes State Records Application 84-64, item 321, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain three (3) years in office, then dispose of.

	430.34.  
	
	Position Time Rosters and Faculty Requests for Absence from Duty  
	
	

	
	
	
	
	

	
	
	Dates:
	2003-  
	
	

	
	
	Volume:
	Negligible   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	Chronological  by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of monthly attendance reports for full-time faculty members in the bargaining unit and faculty leave requests forms maintained by the School of Business.   This item supersedes items 430.24 and 430.26 of State Records Application 96-32 in order to combine the two record series into a single item and to extend the length of the retention period for position time rosters to three (3) years (to coincide with the retention for requests for absence) per agency request.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years after the date of generation, 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 5/17/06  


	430.35  
	
	Scholarship Files (Accepted and Rejected)  
	
	

	
	
	
	
	

	
	
	Dates:
	2000-  
	
	

	
	
	Volume:
	5 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by date  
	
	

	
	
	
	
	

	
	
	
This record series consists of files which indicate successful and unsuccessful candidates applying for scholarships within the School of Business and Applied Sciences.  File series contents include application forms, statements of awards, request statements, and supporting correspondence.  The Financial Aid Office maintains Financial Aid Eligibility and Disbursement Folders for three (3) years after graduation or date of last attendance per item 130.08 of Application 92-78.  This item supersedes State Records Application 96-32, item 370.13 to provide for the administrative transfer of this record series from the Office of the Dean of Business and Applied Science to the School of Business and to reduce the length of the retention period from five (5) years to three (3) years.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain files of accepted applicants in office for three (3) years after graduation or date of last attendance, providing all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.  Retain files of rejected applicants in office for three (3) years following the date of rejection, providing all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.  
	
	Disposition Approved 12/20/06  


  
COLLEGE OF BUSINESS & APPLIED SCIENCE

MBA PROGRAM
440.01
Administrative Correspondence and Related Documents

Dates:

1988 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the MBA Program and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.


Recommendation:

Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

440.02
Committee Meeting Minutes (Originals)

Dates:

1986 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

440.03
Enrollment Count Files

Dates:

1986 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports).


Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

440.04
Grade Rosters

Dates:

1988 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of a computer printout generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the student's grade.  Originals are maintained by the Registrar's Office for thirty (30) years per 230.08 of Application 92-78.



Recommendation:
Retain in office for three (3) years, then dispose of.

440.05
List of Majors

Dates:

1988 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate students majoring in the MBA program.  Data include name, social security number, class standing, and GPA.


Recommendation:
Retain in office for five (5) years, then dispose of.

440.06
Strategic Academic Plans and Program Reviews/Reports

Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

440.07
Student Files

Dates:

1988 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by name



Files include grade reports, graduation requirement checklists, entrance exam scores, pre-enrollment worksheets, memos, and correspondence.  Students' permanent records are permanently maintained by the university's Graduate School Office.


Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, 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.

	440.08  
	
	Prospective, Denied and/or No-Show Student Application Files  
	
	

	
	
	
	
	

	
	
	Dates:
	1988-  
	
	

	
	
	Volume:
	12 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	¾ Cubic Feet   
	
	

	
	
	Arrangement:
	By type/Alphabetical by name  
	
	

	
	
	
	
	

	
	
	
This record series consists of application files of prospective students who applied for admission to the MBA program but did not actually enroll, were denied admittance and/or never attended after admittance.  File series contents include:  admission applications, transcripts, correspondence and any other admission related materials (e.g. interview sheets).  


The University’s Office of Admissions retain original applications for admission for undergraduate and graduate students for one (1) semester after the application has been approved, become inactive, or denied per item 110.02 of Application 92-78.  If a student does not comply with all of the University’s admission requirements within one (1) year of the term for which its original application was submitted, then the applicant must re-apply.  In addition, the Admissions Office also maintains a master index card file which summarizes admission applications submitted for review (including deferrals) for a period of one (1) semester per item 110.04 of Application 92-78.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after the date of denial (for denied applications) or the date of receipt of the application (for prospective/no-show students) 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.

* Deferred to review one year retention for denied applicants.

  
	
	Deferred 12/15/04

Disposition Approved as Rewritten

1/19/05  


	440.09  
	
	Graduate Management Admissions Test Scores (GMAT) (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1990-  
	
	

	
	
	Volume:
	1 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	Alphabetical by student  
	
	

	
	
	
	
	

	
	
	
This record series consists of  original graduate management admissions test score reports sent directly to the university from the Graduate Management Admissions Council which is a national not-for-profit education association that develops and administers the tests. Test score reports are only valid for five years after the date of the initial examination. Students applying for admission to the MBA program after the initial five years have expired must retake the test.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after the initial test date, then destroy of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.
  
	
	Disposition Approved

as Amended

1/17/07  

	440.10  
	
	Graduate Assistantship Documents (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1992-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by year/alphabetical by student  
	
	

	
	
	
	
	

	
	
	
This record series consists of original graduate assistantship documents including: the graduate assistantship application and related documents (e.g. letters of reference, resumes and cover letters); weekly timesheets for graduate assistants who were awarded positions; copies of nomination forms for those who were awarded positions (originals are maintained by the Office of the Graduate School) and all other related correspondence.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after graduation or date of last attendance, then destroy in a secure manner provided all audits have been completed and no litigation is pending or anticipated.  
	
	Disposition Approved 9/15/10  


  
COLLEGE OF EDUCATION & PROFESSIONAL STUDIES
DEAN OF EDUCATION & PROFESSIONAL STUDIES
450.01
Administrative Correspondence and Related Documents


Dates:

1973 -


Volume:
10 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Dean's Office and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

450.02
Admission to Teacher Education File

Dates:

1968 -


Volume:
1 File Folder


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of lists showing the names of students admitted to teacher education.



This item supersedes State Records Application 84-64, item 327, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain for five (5) years after graduation or last date of attendance, then dispose of.

450.03
Budget & Fiscal Records

Dates:

1978 -


Volume:
3 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological



This record series consists of copies of the College of Education's budget and related expenditure documents (i.e., purchase orders, requisitions, bills, invoices, and ledgers).



The agency record copies of this record series are maintained by the Business Office.



This item supersedes State Records Application 84-64, item 328, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in the 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.

450.04
Class Schedules

Dates:

1975 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series shows which classes have been held in various classrooms, the term, and the size of the class



This item supersedes item 329 of Application 84-64 in order to change the retention period from "three (3) years, then review files and dispose of records having no administrative value.  Retain remaining records until administrative value has expired" to "three (3) years."

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

450.05
Faculty Personnel Files

Dates:

1953 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



Included are attendance records of faculty members, letters of recommendation, letter of acceptance of the position, evaluations, letters verifying tenure, and letters of promotion.



This item supersedes State Records Application 84-64, item 331, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain for five (5) years after separation from the university, 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.

450.06
Faculty Workload Reports (Originals)

Dates:

1980 -


Volume:
1/4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of faculty workload reports for each instructor.  The form contains information which enables the courses to be evaluated in such a manner as to evenly distribute the teaching workload for each department among the entire faculty.



This item supersedes State Records Application 84-64, item 332, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office, then dispose of providing no litigation is pending or anticipated.

450.07
Minutes of Various Organizations

Dates:

1986 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.



Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

450.08
Personnel Files (Civil Service, Professional Administrator) 

Dates:

1988 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

450.09
Strategic Academic Plans and Program Reviews/Reports

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, annual reports, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

450.10
Staff Meeting Minutes (Originals)

Dates:

1986 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to staff meetings (i.e., Council on Teacher Education).


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

450.11
Student Advisement Files

Dates:

1979 - 1993


Volume:
20 Cu. Ft.


Annual Accumulation:
--


Arrangement:
Alphabetical by name



This record series consists of the student advisement files which include grade slips, academic waivers, correspondence, advisor's notes, copy of the graduation plan, major check sheet requirement listings and related documents.



This item supersedes item 334 of Application 84-64 in order to note closure of the record series at 1993.  (No change in the retention period is proposed.)


Recommendation:
Retain in the office for five (5) years after the date of graduation or date of last attendance at the university, then dispose of providing no litigation is pending or anticipated.

450.12E Files of Pending Applicants for Teacher Education Program 
Admission (Computer Tapes/Disks)

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by name



This record series consists of information which documents a student's progress toward admission into the Teacher Education Program.



Contents include name, address, social security number, grade point average, total hours, classification, and criteria requirements of the student.


Recommendation:
Retain computer magnetic disks in office for five (5) years from the date of last attendance or graduation, then reuse and/or dispose of providing no litigation is pending.(All computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

450.13
Lists of Students Satisfying Graduation Requirements

Dates:

1960 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year/Alphabetical by name



This record series consists of the College of Education's copies of the lists of students who have satisfied the requirements for graduation with a degree in education.  The original is forwarded to the Registrar's Office where the information is entered on to the student's permanent record card.



This item supersedes State Records Application 84-64, item 333, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain until five (5) years after graduation, then dispose of.

450.14
Teacher Certification Lists

Dates:

1971 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year/Alphabetical by name



This record series consists of the names of students seeking certification from the State Board of Education to teach in the State of Illinois.



This item supersedes State Records Application 84-64, item 336, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain for ten (10) years after graduation, then dispose of.

	450.15  
	
	College of Education and Professional Studies Grant Administration Office Files (Originals and Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1978-  
	
	

	
	
	Volume:
	30 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by fiscal year/alphabetical by category  
	
	

	
	
	
	
	

	
	
	
The Grants Office is a unit of the College of Education and Professional Studies (CEPS) and serves as an oversight unit for the various state and federal grants administered under the CEPS area on Eastern’s campus.  The Office assists CEPS faculty and staff in writing grant proposals and administering the subsequently awarded grants.  This record series consists of budget and fiscal records from the CEPS Grants Office including agency record copies of the grants and grant proposals, teacher surveys, and CEPS grant activity reports (e.g. expenditures/analysis).  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years following the termination and/or completion of the corresponding grant project(s), then dispose of provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  

  
	
	Disposition approved 3/16/11  

	450.16  
	
	Stockman Institute Files (Originals and Duplicates)
	
	

	
	
	
	
	

	
	
	Dates:
	1994-2002  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	N/A   
	
	

	
	
	Arrangement:
	Chronological   
	
	

	
	
	
	
	

	
	
	
This record series consists of files generated from the administration of the defunct Stockman Institute which was created by the College of Education and Professional Studies in 1994.  The Institute’s primary mission was to function as a “think tank” for area educators (K-12) and educational experts by bringing them together to discuss and examine current issues and trends in education.  The files included fiscal records, donor files (e.g. lists of donors), grant records, graduate school scholarship information, annual reports and transcripts of speaker presentations.
	
	

	
	
	
	
	


	
	
	Recommendation:
	Transfer all annual reports and transcripts of speaker presentations to the University Archives for permanent retention.  The remaining accumulation may be destroyed in a secure manner of provided all audits have been completed, if necessary, and no litigation is pending or anticipated.


	
	Disposition approved as amended 3/16/11  


	450.17  
	
	College of Education and Professional Studies (CEPS) Grant Administration Meeting Minutes and Agendas (Originals)
	
	

	
	
	
	
	

	
	
	Dates:
	1978-  
	
	

	
	
	Volume:
	Negligible   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological   
	
	

	
	
	
	
	

	
	
	
This record series consists of original minutes and agendas for the monthly CEPS grant administration meetings.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain minutes and agendas in office permanently.
	
	Disposition approved 3/16/11  

	450.18  
	
	Tuition Waivers  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	2 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by semester, Alphabetical by student’s last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of original completed and signed tuition waiver forms issued to cooperating teachers.  (A memo is then sent to the Office of Financial Aid instructing them to apply the waivers to the cooperating teacher’s student account).  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years following  graduation or date of last attendance, then destroy in a secure manner or delete from system provided all audits have been completed if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved

5/20/15  


SCHOOL OF CONTINUING EDUCATION
OFF-CAMPUS AND CONTRACT CREDIT PROGRAMS

460.01
Administrative Correspondence and Related Documents

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Off-Campus and Contract Credit Programs and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

460.02
Class Schedules

Dates:

1985 -


Volume:
3 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled during a semester.  The Class Schedule also indicates time, location, name of instructor, credits, the descriptive title of the course, and the maximum number of cards (positions) available for registration.  Also included in this record series is the Course and Schedule Changes Following Pre-Registration which indicates the need to add more student seats to classes in demand, new courses and sections added to accommodate over registration, and courses and sections canceled due to low demand.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

460.03
Contract Files

Dates:

1992 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, 




Alphabetical by name



This record series consists of files which summarize agreements by "Non-EIU Faculty" and the department.  (Contracts vary in terms of length.)



Files include contracts, fiscal data, and supporting correspondence.  Original contracts are maintained by the President's Office for sixty-five (65) years per item 100.03 of Application 95-12.


Recommendation:
Retain in office for five (5) years following expiration of the respective contract(s), 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.

460.04
Enrollment Count Files

Dates:

1984 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Numerical by file number



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports) and drop-add information.


Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

460.05
Fiscal Administration Files

Dates:

1990 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office for six (6) years per various fiscal items of Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

460.06
Minutes of Various Organizations

Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.


Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

460.07
Off Campus Organization Contracts

Dates:

1992 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by name



This record series consists of documents by the department and off-campus organizations hosting programs of continuing education.  (Contracts vary in terms of length.)  Originals are maintained by the State Comptroller's Office for five (5) years following completion of terms per item 3 of Application 96-31.


Recommendation:
Retain in office for five (5) 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.

460.08
Personnel Files (Civil Service, Professional Administrator) 

Dates:

1985 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

460.09
Special Course Workshop Approval Form (Originals)

Dates:

1985 -


Volume:
5 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by name



This record series consists of documents which are used by the department to gain university approval of proposed course offerings.



Data include course information (i.e., title, prefix, number, section, credit hours, room number, number of seats, textbook usage, special fees); instructor information; funding source (i.e., continuing education budget, summer school budget, outside agency); and designated signatures.



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

460.10
Strategic Academic Plans and Program Reviews/Reports

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.


Recommendation:
Retain in office for five (5) years, then dispose of.

	460.11  
	
	Student Manual Registration Records and Miscellaneous Correspondence  
	
	

	
	
	
	
	

	
	
	Dates:
	2004-  
	
	

	
	
	Volume:
	30 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	5 Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical by student/by semester  
	
	

	
	
	
	
	

	
	
	
This record series consist of add/drop forms for university courses and related copies of correspondence from students, faculty, and departmental staff.  The final add/drop data is retained by the Office of the Registrar per item 230.16 of State Records Application 92-78.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for two (2) years, then destroy in a secure manner provided all audits have been completed and no litigation is pending or anticipated.  
	
	Disposition approved 3/16/11  


  
SCHOOL OF CONTINUING EDUCATION
OFFICE OF THE DEAN
470.01
Administrative Correspondence and Related Documents

Dates:

1993 -


Volume:
5 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Dean's Office and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

470.02
Department Staff Meeting Minutes (Originals)

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

470.03
Minutes of Various Organizations

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organizations.


Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

470.04
Personnel Files (Civil Service, Professional Administrator)

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include time sheets, performance evaluations, letters of recommendation, copies of employment applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.



Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

470.05
Strategic Academic Plans and Program Reviews/Reports

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

 SCHOOL OF CONTINUING EDUCATION

BACHELOR OF GENERAL STUDIES
480.01
Administrative Correspondence and Related Documents

Dates:

1972 -


Volume:
24 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Board of Trustees and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 282 of application 84-64 in order to change the description of the record series and to provide for weeding of the documents by the University Archives.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

480.02
Fiscal Administration Files

Dates:

1993 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office per Application 84-66.


Recommendation:
Retain in office for (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

480.03
Job Applications and Vitae (Not Hired) (Originals)

Dates:

1986 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents from individuals seeking faculty positions within the department.  Western Illinois University maintains "Inactive Applicants Files" for three (3) years per item 426 of Application 856-149.


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.

480.04
Job Search Committee Meeting Minutes (Original)

Dates:

1986 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings of the Job Search Committee within the Board of Trustees Program.



Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

480.05
Personnel Files (Civil Service, Professional Administrator)

Dates:

1972 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of employment applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.



Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

480.06
Portfolio File "Report of Credit Equivalency"

Dates:

1980 -


Volume:
15 Cu. Ft.


Annual Accumulation:
4 Cu. Ft.


Arrangement:
Alphabetical by name



The BOT-BA Program offers a "Portfolio Option" which is the opportunity to have assessed any non-accredited college-level learning as semester hours to be used toward meeting graduation requirements.  The Report of Credit Equivalency is the document used by the BOG Degree Program coordinator and the Vice-President for Academic Affairs to recommend the awarding of semester hours of lower or upper division credit for non-accredited college-level learning courses listed on the document.  This form is submitted to the Registrar's Office for amending the student's permanent academic record with the awarded semester hours.



This item supersedes State Records Application 84-64, item 284, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain five (5) years after the date of graduation or date of last attendance of the corresponding students at the university, 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.

480.07
Student Record File

Dates:

1972 -


Volume:
60 Cu. Ft.


Annual Accumulation:
5 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of individual files created for each person who applies for admission into EIU's Board of Trustees Degree Program.  Forms and/or documents found in a student's record file are:


 (1)
Application for Admission;


 (2)
Student Data Forms A (personal data);


 (3)
Student Data Form B (prior academic credit);


 (4)
Withdrawal form;


 (5)
Student Transfer Form T;


 (6)
Name Change Form N (if necessary);


 (7)
Transcript of prior academic record;


 (8)
Miscellaneous correspondence;


 (9)
Application for graduation;


(10)
Graduation Checklist; and


(11)
Portfolio Development/Evaluation documents.



Each student in the BOT Degree Program has an official record of courses taken, semester hours earned, and grades received maintained by the Registrar's Office.



This item supersedes item 283 of Application 84-64 in order to include "student withdrawals" within the retention recommendation.

Recommendation:
Retain in office five (5) years after date of graduation, date of last attendance, or date of withdrawal, 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.

480.08
Student Grievances

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents of the student grievance process concerning academic issues.  Northern Illinois University maintains Student Appeal Files for one (1) year after resolution of appeal per item 190.11 of Application 89-27.



Recommendation:
Retain in office for one (1) year after final resolution of the grievance, then dispose of providing no litigation is pending or anticipated.

480.09
Waiver Appeals

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Waivers are completed by students when they want to take one course in place of another course.  This record series consists of the appeals of students regarding courses taught by the department.  Originals of the record series are maintained for ten (10) years following disposition of review by the Registrar's Office per item 230.21 of Application 92-78.



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

SCHOOL OF CONTINUING EDUCATION
CONFERENCES AND NON-CREDIT PROGRAMS
490.01
Administrative Correspondence and Related Documents

Dates:

1992 -


Volume:
10 Cu. Ft.


Annual Accumulation:
2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Office of Conferences & Non-Credit Programs and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

490.02
Continuing Education Units Records (Originals)

Dates:

1988 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by name



This record series consists of documents which verify students' participation in programs classified as "continuing education units." (CEU's are still non-credit curricula but do show certification of time/participation spent in learning situations.



Data include name, telephone number, social security number, and address of student; course name; course description; and name of instructor.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

490.03
Faculty Presenters' Contract Files

Dates:

1986 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by name



This record series consists of files which summarize agreements by "faculty-presenters" and the department.  (Contracts vary in terms of length.)



Files include contracts, fiscal data, and supporting correspondence.  Original contracts are maintained by the President's Office for sixty-five (65) years per item 100.3 of Application 95-12.



Recommendation:
Retain in office for five (5) years, then dispose of.

490.04
Department Staff Meeting Minutes (Originals)

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

490.05
Enrollment Count Files

Dates:

1986 -


Volume:
10 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological by year, Numerical by file number



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports).


Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

490.06
Fiscal Administration Files

Dates:

1986 -


Volume:
40 CU. Ft.


Annual Accumulation:
4 Cu. Ft.


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office per Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

490.07
Job Applications and Vitae (Not Hired) (Originals)

Dates:

1992 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents from individuals seeking faculty positions within the department.  Western Illinois University maintains "Inactive Applicants Files" for three (3) years per item 426 of Application 85-149.


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.

490.08
Minutes of Various Organizations

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., continuing Education Coordinating Council, Stockman 
Institute).  Originals are maintained permanently with the respective organization.



Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

490.09
Participant Student Files (Originals)

Dates:

1986 -


Volume:
20 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, 





Alphabetical by name



This record series consists of files which verify a participant's enrollment in non-credit courses at EIU.



Files include name, address, phone, and parent-guardian of student; name of program; and name of course.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

490.10
Personnel Files (Civil Service, Professional Administrator)

Dates:

1988 -


Volume:
5 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of employment applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.



Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

490.11
Presenters' Files

Dates:

1992 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include copies of requests for leaves of absences, correspondence, and performance evaluations by chair and other staff.  Originals of the record series are permanently maintained by the President's Office per item 100.05 of Application 95-12.


Recommendation:
Retain in office for five (5) years following termination of employment, 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.

490.12
Program Evaluations (Originals)

Dates:

1986 -


Volume:
5 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of forms completed by students for evaluating the department's program in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.



Recommendation:
Retain in office for five (5) 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.

490.13
Property Control Files

Dates:

1988 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

490.14
Strategic Academic Plans and Program Reviews/Reports

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Data include goals of the department, articulated plans, program reviews and reports, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

490.15
Student Employment and Work Study Files

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week), Employment Authorization Forms, and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

COLLEGE  OF EDUCATION & PROFESSIONAL STUDIES


COUNSELING AND STUDENT DEVELOPMENT
500.01
Administrative Correspondence and Related Documents (Hardcopy) (Computer Tapes/Disks)

Dates:

1993


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Educational Psychology and guidance Program and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.  Most data within the record series are solely maintained on computer disk.



This item supersedes item 339 of Application 84-64 in order to change the description of the record series, to provide for weeding of the documents by the University Archives, and to recognize the additional media of electronic information.

Recommendation:
For hardcopy documents, retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.



For data solely on computer disk, retain computer disk information for three (3) years following the date of data entry, then reuse and/or 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 computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

500.02
Budget and Fiscal Files

Dates:

1993 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
By fiscal year



This record series consists of copies of vouchers, vouchers schedules, requisitions, purchase orders, approved budget, budget proposals, and budget requests.



Original copies of the university's internal budget are maintained by the Budget Office per item number 122 of application 84-66.  



Original fiscal records are maintained by the University's Business Office per Application 84-66.



This item supersedes State Records Application 84-64, item 338, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

500.03
Class Schedules

Dates:

1992 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught during a semester.  The Class Schedule also indicates time, location, name of instructor, credits, the descriptive title of the course, and the maximum number of cards (positions) available for registration.  Also included in this record series is the Course and Schedule Changes Following Pre-Registration which indicates the need to add more student seating to classes in demand, new courses and sections added to accommodate over registration, and courses and sections canceled due to low demand.



This item supersedes item 252 of Application 85-64 in order to change the retention period from "three (3) years, then review files and dispose of records having no administrative value.  Retain remaining records until administrative value has expired" to three (3) years.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

500.04
Course Syllabi

Dates:

1995 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department.  



This item supersedes item 340 of Application 84-64 in order to change e the description of the record series and to change the retention from "until revised" to "two (2) years".

Recommendation:

Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

500.05
Department Committee Meeting Minutes (Originals)

Dates:

1975 -


Volume:


Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This application item supersedes item 345 of Application 84-64 in order to revise the wording of the recommendation.  (No change in the retention period is proposed.)



Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

500.06
Enrollment Count Files

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of first, fifth, and tenth day reports - lists of students enrolled in each class offered by the Educational Psychology and Guidance Department at the beginning (first, fifth, and tenth days) of each semester.



This item supersedes State Records Application 84-64, item 341, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) 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.

500.07
Faculty Workloads

Dates:

1991 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
By academic year



These forms, officially titled as "Assignments of Duties for Academic Year", contain information which enable the even distribution of the teaching workload for the department among the entire faculty.



This item supersedes State Records Application 84-64, item 342, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years, then dispose of provided no litigation is pending or anticipated.

500.08
Student Follow Up Reports (Originals)

Dates:

1955 -


Volume:
4 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This records series consists of completed questionnaire reports filled out by department alumni giving their evaluation of the courses taught and the overall program, information on where they are living, what type of position they are occupying, and what their current educational needs are (e.g., extension courses, assistance in specific areas).



This item supersedes item 348 of application 84-64 in order to change the description of the record series and to decrease the retention period from five (5) years to three (3) years.


Recommendation:
Retain in office for three (3) years, then dispose of.

500.09
Grade Rosters/Books (Originals)

Dates:

1991 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, numerical by file number



This record series consists of a computer printout generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the student's grade.  Originals are maintained by the Registrar's Office for thirty (30) years per item 230.08 of Application 92-78.



This item supersedes item 343 of Application 84-64 in order to change the description of the record series and to increase the retention period from three (3) years to five (5) years.


Recommendation:
Retain in office for five (5) years, then dispose of.

500.10
Graduate Assistantship Files

Dates:

1992 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical 



This record series consists of graduate assistantship files for the Department of Educational Psychology and Guidance.  Included are assistantship applications, copies of contracts, letter of acceptance, and correspondence.



This item supersedes State Records Application 84-64, item 344, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following the date of graduation or last attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

500.11
Job Applications and Vitae (Not Hired) (Originals)

Dates:

1994 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents submitted by individuals seeking faculty positions within the department.  Western Illinois University maintains "Inactive Applicants Files" for three (3) years per item 426 of Application 85-149.


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.

500.12
List of Majors

Dates:

1991 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate students majoring in Educational Psychology & Guidance.  Data include name, social security number, class standing, and GPA.



Recommendation:
Retain in office for five (5) years, then dispose of.

500.13
Minutes of Various Organizations

Dates:

1993 - 1997


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently by the respective organizations.



Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

500.14
Personnel Files

Dates:

1991 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



Included are copies of resumes, information sheets (home addresses and phone numbers, job histories, etc.) and correspondence.  Original personnel files for faculty are maintained permanently by the President's Office per item number 5M of Application 84-66.



This item supersedes State Records Application 84-64, item 347, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in the office for five (5) years following the date of separation from employment , 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.

500.15
Property Control Files

Dates:

1991 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

500.16
Personnel Files (Civil Service, Professional Administrator)

Dates:

1991 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include time sheets, performance evaluations, letters of recommendation, copies of employment applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

500.17
Strategic Academic Plans and Program Reviews/Reports

Dates:

1991 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



This item supersedes item 337 of Application 84-64 in order to change the description of the record series and to decrease the retention period from permanent to five (5) years.


Recommendation:
Retain in office for five (5) years, then dispose of.

500.18
Student Employment and Work Study Files

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week); Employment Authorization Forms; and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per item 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

500.19
Student Evaluations of Faculty (Originals)

Dates:

1991 -


Volume:
1 Cu. Ft.


Annual Accumulation:
2 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of forms completed by students for evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.


Recommendation:
Retain in office for five (5) 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.

500.20
Student Files

Dates:

1990 -


Volume:
9 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by name



Files include grade reports, graduation requirement checklists, entrance exam scores, pre-enrollment worksheets, memos, student internship data (i.e., log sheets, dates of certification), and correspondence.  Students' permanent records are permanently maintained by the university's Registrar's Office per item 230.16 of Application 92-78.



This item supersedes items 346 and 349 of Application 84-64 in order to change the description of the record series.  (No change in the retention period is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, 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.

500.21
Masters Comprehensive Test Results (Originals)

Dates:

1990 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of exam scores for individuals seeking masters degrees within the department.  (The results are a prerequisite to the degree but do not include acceptance exams such as the GRE and/or Millers Analogy.)



Masters Theses are permanently maintained by the University Library.



Recommendation:
Retain permanently.

COLLEGE OF EDUCATION & PROFESSIONAL STUDIES

EARLY CHILDHOOD, ELEMENTARY LEVEL EDUCATION, AND MIDDLE LEVEL EDUCATION 
510.01
Academic Course Proposals (Approved)

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which explain new courses offered through the Elementary/Secondary Education Program.  Data include type of credit, content of course, type of teaching method, and name of teacher.  Originals are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for three (3) years after supersession.


Recommendation:
Retain in office for three (3) years, then dispose of providing course proposals have been superseded.

510.02
Administrative Correspondence and Related Documents 


Dates:

1992 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 352 of Application 84-64 in order to change the beginning date, description of the record series, and provide for weeding of the documents by the University Archives.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

510.03
Budget and Fiscal Files

Dates:

1989 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
By fiscal year



This record series consists of copies of vouchers, voucher schedules, requisitions, purchase order approved budgets, budget proposals, and budget requests.



Original copies of the university's internal budget are maintained by the Budget Office per item number 122 of Application 84-66.  Additional copies are maintained by the University Library.



Original fiscal records are maintained by the University's Business Office per Application 84-66.



This item supersedes State Records Application 84-64, item 351, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

510.04
Class Schedules

Dates:

1988 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught by this department during a semester.  The Class Schedule also indicates time, location, name of instructor, credits, the descriptive title of the course, and the maximum number of cards (positions) available for registration.  Also included in this record series is the Course and Schedule Changes Following Pre-Registration which indicates the need to add more student seating to classes in demand, new courses and sections added to accommodate over registration, and courses and sections canceled due to low demand.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

510.05
Course Syllabi


Dates:

1980 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department.  



Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

510.06
Department Staff Meeting Minutes (Originals)

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

510.07
Enrollment Count Files

Dates:

1990 -


Volume:
3 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports).


Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

510.08
Annual Evaluations of Faculty

Dates:

1979 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



Original annual evaluations of faculty are maintained permanently by the President's Office per item number 5M of Application 84-65.



This item supersedes State Records Application 84-64, item 353, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in the office for five (5) years following date of separation, then dispose of provided no litigation is pending or anticipated.

510.09
Faculty Personnel Files

Dates:

1970 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of personnel files for the faculty of the Department of Elementary and Secondary High School Education.  Included are copies of resumes, employment applications, performance evaluations, and correspondence.



This item supersedes State Records Application 84-64, item 354, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in the office for five (5) years following the date of separation from employment, 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.

510.10
Grade Rosters

Dates:

1988 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of a computer printout generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the student's grade.  Originals are maintained by the Registrar's Office for thirty (30) years per 230.08 of Application 92-78.



Recommendation:
Retain in office for three (3) years, then dispose of.

510.11
Inactive Application File (Originals)

Dates:

1988 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This file series is comprised of original applications for employment, along with related correspondence, which have become inactive through the failure of applicants to appear for an interview or report for duty, the rejection of applicants after due consideration by the agency's hiring or personnel administration authorities, or the withdrawal of application status.



This item supersedes State Records Application 84-64, item 350, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in the office for three (3) years, then dispose of provided no litigation is pending or anticipated.

510.12
List of Majors

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate students majoring in Elementary/Secondary Education.  Data 
include name, social security number, class standing, and GPA.



Recommendation:
Retain in office for five (5) years, then dispose of.

510.13
Masters Theses

Dates:

1996 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of the department's copies of theses written by Master Degree candidates in Art.  The University Library permanently retains original Master Theses.



Recommendation:
Retain in office for ten (10) years following graduation or date of last attendance, then dispose of.

510.14
Minutes of Various Organizations

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.



Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

510.15
Personnel Files (Civil Service, Professional Administrator)

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators. 
Contents include time sheets, performance evaluations, letters of recommendation, copies of employment applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.



Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

510.16
Strategic Academic Plans and Program Reviews/Reports

Dates:

1989 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

510.17
Student Employment and Work Study Files

Dates:

1991 - 1992


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week); Employment Authorization Forms; and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per item 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

510.18
Student Files - Undergraduate and Graduate

Dates:

1989 -


Volume:
7 1/2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of individual files created for each student who chooses a major in Elementary and Secondary High School Education.  Contained are grade reports, graduation requirements checklists, entrance exam scores, class schedules, transcripts from other universities and/or colleges, and correspondence.



Original records of students' courses taken, grades received, and degrees earned are maintained by the University's registrar's Office on a permanent basis per Application 84-67.



This item supersedes State Records Application 84-64, item 355, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in the office for five (5) years after graduation or date of last attendance, 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.

510.19
Faculty Workload Schedules (Originals)

Dates:

1988 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate workload schedules of department faculty.  Data include department name, date of courses, course credit information, estimated enrollment, 10th day enrollment, credit unit equivalents, and faculty activity analysis information.


Recommendation:
Retain in office for five (5) 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.

COLLEGE OF EDUCATION & PROFESSIONAL STUDIES
RECREATION ADMINISTRATION
520.01
Administrative Correspondence and Related Documents


Dates:

1973 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Leisure Studies Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 512 of Application 84-64 in order to change the description of the record series and to provide for weeding of the documents by staff of the University Archives.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

520.02
Course Syllabi

Dates:

1973 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department.  



This item supersedes item 513 of Application 84-64 in order to change the retention period from "until superseded" to two (2) years.


Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

520.03
Class Schedules

Dates:

1989 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught by this department during a semester.  The Class Schedule also indicates time, location, name of instructor, credits, the descriptive title of the course, and the maximum number of cards (positions) available for students who might wish to register for the course.  Also included is the Course and Schedule Changes Following Pre-Registration which indicates the need to add more student seating to classes in demand, new courses and sections added to accommodate over registration, and courses and sections canceled due to low demand.



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

520.04E Department Staff Meeting Minutes (Originals) (Computer Tapes/Disks)

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.


Recommendation:
Permanently retain magnetic tapes/disks in office.  (All computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

520.05
Enrollment Count Files

Dates:

1989 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports).


Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

520.06
Faculty Personnel Files

Dates:

1993 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include copies of requests for leaves of absences, correspondence with/regarding leaves of absences, and evaluations by chair and other staff.  Originals of the record series are permanently maintained by the President's Office per item 100.05 of Application 95-12.


Recommendation:
Retain in office for five (5) years following termination or employment, 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.

520.07
Fiscal Transaction Files

Dates:

1973 -


Volume:
3/4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Fiscal year/Line Item 



This record series consists of the fiscal transaction files for the Office of the Department of Recreation and Leisure Studies.  The records include copies of invoices, bills and budgetary information (printouts).  Original fiscal records are maintained by the university's Business Office per Application 84-66.



This item supersedes State Records Application 84-64, item 514, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

520.08
Grade Rosters

Dates:

1989 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of a computer printout generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the student's grade.  Originals are maintained by the Registrar's Office for thirty (30) years per 230.08 of Application 92-78.



Recommendation:
Retain in office for three (3) years, then dispose of.

520.09
Internship Files (Originals)

Dates:

1973 -


Volume:
4 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Subject



This record series consists of the Internship Files for the Office of the Department of Recreation and Leisure Studies.  The records include information on internship contracts, policies and procedures, and information/listings of agencies available for internship work and descriptions of positions.



This item supersedes State Records Application 84-64, item 515, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for ten (10) years, then dispose of provided all administrative value has expired providing all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

520.10
Job Applications and Vitae (Not Hired) (Originals)

Dates:

1993 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents received from individuals seeking faculty positions within the department.  Western Illinois University maintains Inactive Applicant Files for three (3) years per item 426 of Application 85-149.


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.

520.11
List of Majors

Dates:

1989 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate students majoring in Leisure Studies.  Data include name, social security number, class standing, and GPA.



Recommendation:
Retain in office for five (5) years, then dispose of.

520.12
Personnel Files (Civil Service, Professional Administrator)


Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

520.13
Prospective Student Correspondence File (Originals)

Dates:

1983 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
---



This record series consists of the prospective student correspondence file for the Office of the Department of Recreation and Leisure Studies.  The records include all correspondence regarding prospective student inquiries concerning majors offered within the department.



This item supersedes State Records Application 84-64, item 516, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all administrative value has expired.

520.14
Strategic Academic Plans and Program Reviews/Reports

Dates:

1989 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Data include goals of the department, articulated plans, program reviews and reports, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

520.15
Student Employment and Work Study Files

Dates:

1989 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week), Employment Authorization Forms, and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per item 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

520.16
Student Evaluations of Faculty (Originals)

Dates:

1990 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of forms completed by students for evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.


Recommendation:
Retain in office for five (5) 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.

520.17
Student Files

Dates:

1973 -


Volume:
7 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of the student files for the Office of the Department of Recreation and Leisure Studies.  The records contain active/inactive and alumni student information including grade cards; letters of reference; internship reports and evaluations; transcripts, graduation check lists, and correspondence.  Original records of students' courses taken, grades received and degrees earned are maintained by the university's Registrar's Office on a permanent basis per item 139 of Application 84-67.



This item supersedes State Records Application 84-64, item 517, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in the office for five (5) years after graduation or date of last attendance, 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.

520.18
Faculty Workload Schedules (Originals)

Dates:

1966 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Data include department name, date of courses, course credit information, estimated enrollment, 10th day enrollment, credit unit equivalents, and faculty activity analysis information.


Recommendation:
Retain in office for five (5) 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.

	520.19  
	
	Grade Books (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	  1980-
	
	

	
	
	Volume:
	1 Cubic Feet / 300 MB  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical by faculty member last name   
	
	

	
	
	
	
	

	
	
	
This record series consists of faculty grade books maintained by the Department of Recreation Administration.  These grade books are primarily maintained by the department to meet contractual checklist obligations for faculty who leave the department/university.  Faculty members currently record grades electronically and forward them to the Office of the Registrar. A printed computer report is returned to the individual faculty member for retention. Original grade rosters are maintained by the University’s Registrar’s Office for thirty (30) years per item 230.08 of Application 92-78.  In addition, “Student Permanent Record Files” (which include all recorded grades) are maintained permanently per item 230.16 of State Records Application 92-78.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for five (5) years after the date of generation, then destroy in a secure manner or delete from the system providing all audits have been completed, if necessary, and no litigation is pending or anticipated.
	
	Disposition approved as amended 8/21/13  


COLLEGE OF EDUCATION & PROFESSIONAL STUDIES
DEPARTMENT OF KINESIOLOGY & SPORTS STUDIES
530.01
Administrative Correspondence and Related Documents

Dates:

1977 -


Volume:
3 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Physical Education Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 502 of Application 84-64 in order to change the description and to provide for weeding of the record series by the University Archives.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

530.02
Budget and Fiscal Files

Dates:

1977 -


Volume:
4 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological



This record series consists of the budget and fiscal records of this department, including monthly expenditure reports, ledger, purchase orders, invoice vouchers, bills, receipts, budget preparation workpapers and related correspondence.

The originals of these documents are retained by the Business Office per Application 84-66.



This item supersedes State Records Application 84-64, item 500, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

530.03
Class Schedules

Dates:

1976 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught by this department during a semester.  The Class Schedule also indicates time, location, name of instructor, credit, the descriptive title of the course, and the maximum number of cards (positions) available for registration.  Also included in this record series is the Course and Schedules Following Pre-Registration, which indicate the need to add more student seating to classes in demand, new courses and sections added to accommodate over-registration, and courses and sections canceled due to low demand.



Duplicates of this series are retained for three (3) years by the Dean of the College of Health, Physical Education and Recreation.



This item supersedes item 501 of Application 84-64 in order to change the retention period from "three (3) years and weed to three (3) years and disposal.

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

530.04
Course Syllabi

Dates:

1977 -


Volume:
4 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department. 



This item supersedes item 503 of Application 84-64 in order to change the retention period from three (3) years to two (2) years.  (No change in the retention period is proposed.)



Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

530.05
Department Staff Meeting Minutes (Originals)

Dates:

1972 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

530.06
Enrollment Count Files

Dates:

1986 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports).


Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

530.07
Faculty Personnel Files

Dates:

1975 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include copies of requests for leaves of absences, correspondence, and evaluations by chair and other staff.  Originals of the record series are permanently maintained by the President's Office.



This item supersedes item 506 of Application 84-64 in order to change the description of the record series.  (No change in the retention period is proposed.)


Recommendation:
Retain in office for five (5) years following termination of employment, 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.

530.08
Faculty Workload Files (Originals)

Dates:

1975 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series contains the "Assignment of Duties for Academic Year" form or more commonly known as the "Faculty Workloads."  The faculty member, department chair and dean must co-initial the tentative assignment of duties and any revisions.  The form contains information used to evenly distribute the teaching workload among the faculty.



This item supersedes State Records Application 84-64, item 504, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

530.09
Staff and Student Fitness Assessment Program Files

Dates:

1993 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Alphabetical by name



Contents include health history questionnaires, cardiovascular assessment, muscle strength assessment, flexibility assessment, body composition type, and exercise prescription forms.  


Recommendation:
Retain in office for ten (10) years following the respective participants' last date in the program, then dispose of (by shredding) providing all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

530.10
Grade Rosters (Originals)

Dates:

1977 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of a computer printout generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the student's grade.  Originals are maintained by the Registrar's Office for thirty (30) years per 230.08 of Application 92-78.



This item supersedes item 505 of Application 84-64 in order to change the description of the record series.  (No change in the retention period is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of.

530.11
Health Screening Files

Dates:

1970 -


Volume:
20 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of files which summarize an individual's participation in the Health Fitness Program.  (The program is open to applicants over 21 and stresses fitness activities such as running, walking, and swimming.)



Contents include EKG information, health history questionnaires, "grade-exercise tests, and supplemental data.



NIU maintains medical records in the form of Patient Master Files for ten (10) years form date of last treatment per item 170.10 of Application 89-26.


Recommendation:
Retain in office for ten (10) years following last date in program, then dispose of by shredding providing all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

530.12
Job Applications and Vitae (Not Hired) (Originals)

Dates:

1992 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents from individuals seeking faculty positions within the department.  Western Illinois University maintains Inactive Applicants Files for three (3) years per item 426 of Application 85-149.


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.

530.13
List of Majors

Dates:

1970 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate students majoring in Physical Education.  Data include name, social security number, class standing, and GPA.



This item supersedes item 507 of Application 84-64 in order to change the description of the record series and to decrease the retention period from ten (10) years or until the expiration of administrative value, whichever comes first to "five (5) years".


Recommendation:
Retain in office for five (5) years, then dispose of.

530.14
Masters Theses

Dates:

1975 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of the department's copies of theses written by Masters Degree candidates in Physical Education.  The University Library permanently retains original Masters Theses.



Recommendation:
Retain in office for ten (10) years following graduation or date of last attendance, then dispose of.

530.15
Minutes of Various Organizations

Dates:

1990


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.



Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

530.16
Personnel Files (Civil Service, Professional Administrator) 

Dates:

1975 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.



Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

530.17
Property Control Files

Dates:

1977 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.



This item supersedes item 508 of Application 84-64 in order to change the retention period from "until superseded" to "three (3) years".


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

530.18
Strategic Academic Plans and Program Reviews/Reports

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

530.19
Student Athlete Medical File

Dates:

1987 -


Volume:
4 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of files which summarize a student athlete's medical history as he (she) participates in intercollegiate sporting events.



Contents include physical exam forms, notes of staff trainer, referral forms to physicians, clinic evaluation forms, injury insurance forms, injury reports, and injury logs.



NIU maintains medical records in the form of Patient Master Files for ten (10) years from the date of last treatment per item 170.10 of Application 89-26.


Recommendation:
Retain in office for ten (10) years following last date of treatment, then dispose of by shredding providing all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

530.20
Student Employment and Work Study Files

Dates:

1977 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week); Employment Authorization Forms; and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for five 95) years following graduation or last date of attendance per item 130.27 of Application 92-78.



This item supersedes item 509 of Application 84-64 in order to change the description of the record series.  (No change in the retention period is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

530.21
Student Evaluations of Faculty (Originals)

Dates:

1987 -


Volume:
6 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of forms completed by students evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.


Recommendation:
Retain in office for five (5) 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.

530.22
Student Files

Dates:

1970 -


Volume:
36.5 Cu. Ft.


Annual Accumulation:
2.3 Cu. Ft.


Arrangement:
Alphabetical



This record series consists of individual files created for each student who chooses a major in Physical Education.  Forms/documents which are found in a typical student file are:  semester grade sheets; department checklists for graduation; petitions to waiver certain courses in the program; unofficial transcripts and copies of associate degrees earned at junior colleges; letters informing students of being delinquent of courses required for graduation; copies of memos from the Department of Health and Recreation regarding any delinquency of mandatory classes taught by those departments, copies of references, and any correspondence with/regarding the student.



Original records of students' courses taken, grades received and degree earned are maintained by the university's Registrar's Office on a permanent basis per Application 84-67.



This item supersedes State Records Application 84-64, item 510, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office five (5) years after graduation or date of last attendance, then dispose of providing that no litigation is pending or anticipated.

530.23
Teacher Education Approval Files

Dates:

1975 -


Volume:
4 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of completed Department Approval for Teacher Education Applications.  Students of the College of Health, Physical Education and Recreation desiring to be certified as teachers must apply for the opportunity to receive teacher training, usually after they have earned sixty (60) credit hours.



Students applying for teacher education must be involved in two (2) or more extra-curricular activities; acquired a Grade Point Average of 2.5 or better; and receive at least one (1) vote of approval from the three-member Department Approval for Teacher Education Committee, all of whom are Department of Physical Education faculty.



This item supersedes item 511 of Application 84-64 in order to change the retention by including "or last date of attendance."

Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

COLLEGE OF EDUCATION & PROFESSIONAL STUDIES
DEPARTMENT OF SECONDARY EDUCATION & FOUNDATION

540.01
Administrative Correspondence and Related Documents

Dates:

1970 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Secondary Education and Foundation Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 372 of Application 84-64 in order to change the description of the record series and to provide for weeding of documents by the University Archives staff.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

540.02
Applications to the Information Services Technology Files

Dates:

1985 - 1992


Volume:
Negligible


Annual Accumulation:
--


Arrangement:
Chronological by year, Alphabetical by name



This record series consists of applications for admission into the Information Services Technology (Media and Library Science) Program.  Files also include graduate assistantship applications.



This item supersedes item 379 of Application 84-64 in order to not closure of the record series at 1992.  (No change in the retention period is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

540.03
Budget and Fiscal Administration Files

Dates:

1977 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of duplicate copies of requisitions, purchase orders, budget requests, budget expenditures reports and student worker time sheets.  Original budget and fiscal records are maintained in the Business Office per Application 84-66.



This item supersedes State Records Application 84-64, item 370, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

540.04
Class Schedules

Dates:

1982 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught by this department during a semester.  The Class Schedule also indicates time, location, name of instructor, credits, the descriptive title of the course, and the maximum number of cards (positions) available for registration.  Also included in this record series is the Course and Schedule Changes Following Pre-Registration which indicates the need to add more student seats to classes in demand, new courses and sections added to accommodate over registration, and courses and sections canceled due to low demand.



This item supersedes item 371 of Application 85-64 in order to change the retention period from five (5) years to three (3) years.

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

540.05
Course Syllabi (Originals)

Dates:

1975 -


Volume:
5 1/2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Numerical by course number



This record series consists of original course syllabi for all approved courses offered within the Secondary Education and Foundation Department.  Included in the course syllabi is a list of textbooks to be used, course format and content, evaluation (testing) procedures and new course proposals.



This item supersedes State Records Application 84-64, item 373, to provide for the incorporation of the file series into this revised records disposition application and to decrease the retention period from three (3) years to two (2) years.

Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

540.06
Department Staff Meeting Minutes (Originals)

Dates:

1980 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

540.07
10th Day Enrollment Statistics

Dates:

1979 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of the 10th Day Rosters of students enrolled in classes in the Secondary Education and Foundation Department as of the tenth day of the term.  Included in these statistics is the number of students in each major, attrition statistics, the enrollment in each course in the department and student grade point averages.



This item supersedes State Records Application 84-64, item 374, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office, then dispose of.

540.08
Faculty Files

Dates:

1972 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of duplicate copies of vitae and resumes used as criteria for faculty evaluations.  Original faculty files are maintained permanently in the President's Office.



This item supersedes State Records Application 84-64, item 375, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following the last date of separation from employment, then dispose of providing no litigation is pending or anticipated.

540.09
Faculty Summer School Rotation File (Originals)

Dates:

1970 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of the faculty summer school rotation files for the Department of Secondary Education and Foundation and the Information Services Technology (Media and Library Science) Program.  Included in these files is a list of faculty members' names and criteria outlining the procedures and department need for the number of faculty members assigned on a rotation basis, to teach summer school.



This item supersedes State Records Application 84-64, item 376, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years, then dispose of providing no litigation is pending or anticipated.

540.10
Faculty Workload Reports

Dates:

1977 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of the Faculty Workload Reports also known as the "Assignment of Duties for the Academic Year".  These reports contain the number of courses each faculty member will be teaching for a given academic year, course credit and the number of students and classes per instructor.



This item supersedes State Records Application 84-64, item 377, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office, then dispose of providing no litigation is pending or anticipated.

540.11
Grade Reports

Dates:

1972 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological/Alphabetical



This record series consists of duplicate grade reports issued each semester.  Original grade reports are maintained in the Registrar's Office per item 130 of Application 84-67.



This item supersedes State Records Application 84-64, item 378, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain three (3) years in office, then dispose of providing no litigation is pending or anticipated.

540.12
Grade Rosters

Dates:

1991 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of a computer printout generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the student's grade.  Originals are maintained by the Registrar's Office for thirty (30) years per 230.08 of Application 92-78.



Recommendation:
Retain in office for three (3) years, then dispose of.

540.13
Job Applications and Vitae (Not Hired) (Originals)

Dates:

1992 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents from individuals seeking faculty positions within the department.  Western Illinois University maintains Inactive Applicants Files for three (3) years per item 426 of Application 85-149.


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.

540.14
Minutes of Various Organizations

Dates:

1980 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.



This item supersedes item 380 of Application 84-64 in order to change the retention period from dispose of at discretion of agency to five (5) years.

Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

540.15
Personnel Files (Civil Service, Professional Administrator) 

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

540.16
Property Control Inventory

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of inventories, transfer sheets and inventory change reports used to regulate and control agency property.



This item supersedes State Records Application 84-64, item 381, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in the office for three (3) years, then dispose of.

540.17
Strategic Academic Plans and Program Reviews/Reports

Dates:

1976 -


Volume:
5 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.


Recommendation:
Retain in office for five (5) years, then dispose of.

540.18
Student Employment and Work Study Files

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week); Employment Authorization Forms; and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for five 95) years following graduation or last date of attendance per item 130.27 of Application 92-78.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

540.19
Student Evaluations of Faculty (Originals)

Dates:

1970 -


Volume:
15 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of forms completed by students for evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.



Recommendation:
Retain in office for five (5) 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.

	540.20  
	
	Faculty Positive Time Rosters  
	
	

	
	
	
	
	

	
	
	Dates:
	1985-  
	
	

	
	
	Volume:
	.5 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	.5 Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological   
	
	

	
	
	
	
	

	
	
	
This record series consists of the monthly attendance reports for full-time faculty members in the bargaining unit.  


Annual Summary Reports are filed in the employee’s personnel file, and are maintained permanently in the President’s Office per item 100.01 of Application 95-12.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in for two (2) 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 6/23/04  

	540.21  
	
	Faculty Grade Books (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1990-  
	
	

	
	
	Volume:
	.5 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	 Negligible   
	
	

	
	
	Arrangement:
	Alphabetical by faculty name  
	
	

	
	
	
	
	

	
	
	
This record series consists of the faculty grade books for the Department of Secondary Education and Foundation.


Original records of students’ grades are maintained by the University’s Registrar’s Office for thirty (30) years per item 230.08 of Application 92-78.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years, then dispose of provided no litigation is pending or anticipated.

  
	
	Disposition Approved 6/23/04  

	540.22  
	
	Grade Change Forms (Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	1990-  
	
	

	
	
	Volume:
	.5 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	Chronological by year, Alphabetical by student name  
	
	

	
	
	
	
	

	
	
	
This record series consists of grade change forms that are mainly used for the removal of incompletes (assignments of a letter grade instead of “I”), or when an instructor makes an error in calculating the grades and needs to change the grade after grades have been submitted.


The original is filed with the Registrar’s Office and retained for two years after separation from the University or graduation per item 230.16 of Application 92-78.  Copies are maintained by the instructor, the dept. chair, and the dean.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the 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.
  
	
	Disposition Approved 6/23/04  

	540.23  
	
	Scholarship Files (Accepted and Rejected)  
	
	

	
	
	
	
	

	
	
	Dates:
	1979-  
	
	

	
	
	Volume:
	2 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	.5 Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by year, Alphabetical by name  
	
	

	
	
	
	
	

	
	
	
This record series consists of files, which indicate successful and unsuccessful candidates applying for scholarships within the Department of Secondary Education and Foundations.  Contents include application forms, copies of payment authorization forms, statement of awards, request statements and supporting correspondence.


The Registrar’s Office at EIU maintains Student Files (which contain scholarship enrollment documents) per item 230.16 of Application 92-78.  The Registrar’s Office maintains only the Program Record Card permanently and the remainder of the Student File is maintained in office until graduation or separation of the Corresponding student and the lapse of two (2) years thereafter.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	
For Accepted Applicants, retain in office for five (5) years following graduation or last date of attendance, 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.

For Rejected Applicants, retain in office for five (5) years following the date of rejection 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 6/23/04  


  
	540.24  
	
	Integrated Secondary Education Program (ISEP) Tuition Waivers  
	
	

	
	
	
	
	

	
	
	Dates:
	2004-  
	
	

	
	
	Volume:
	1 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by semester, Alphabetical by school  
	
	

	
	
	
	
	

	
	
	
The Integrated Secondary Education Program was designed in 1973 to provide an interdisciplinary, field-based sequence of courses culminating in a final semester of student teaching guided by a university supervisor and cooperating teacher. This record series consists of original completed and signed tuition waiver forms issued to cooperating teachers for having ISEP students in their classroom for practicum. (A memo is then sent to the Office of Financial Aid instructing them to apply the waivers to the cooperating teacher’s student account).   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years following cooperating teachers graduation or date of last attendance whichever is later, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 
as amended 11/20/13  


  
	540.25  
	
	Student Practicum Folders  
	
	

	
	
	
	
	

	
	
	Dates:
	2011-  
	
	

	
	
	Volume:
	3 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet  
	
	

	
	
	Arrangement:
	Alphabetical by Student  
	
	

	
	
	
	
	

	
	
	
This record series consists of documents related to Secondary Education Students’ practicum experiences at local schools, including evaluations, dispositions, and practicum supervision notes. These are evaluations conducted by the student’s practicum supervisor (faculty member) observing the student’s practice teaching. The folders also include evaluation/feedback submitted by the cooperating teacher who hosts the student and observes their teaching methods and professional conduct. 


 In addition, the dispositions consists of a record of the student’s attitudes and demeanor (e.g. professionalism, attitude toward students) while supervision notes are taken by the practicum supervisor as he/she observes the student teaching, and when the faculty member is conferencing with the student to review his/her performance in practicum.


Copies of the final evaluations/dispositions are forwarded to the Department’s Office of Student Teaching to be retained in the individual’s ”Student Files” for a period of five (5) years after graduation or date of last attendance per item 553.08 of State Records Application 96-32.

  
	
	

	
	
	Recommendation:
	Retain in office for two (2) years after completion of the students’ practicum, then transfer the final evaluation/dispositions to the Office of Student Teaching for inclusion in the individual’s “Student Files”.  Destroy in a secure manner or delete from the system all remaining documents, provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 11/20/13  


COLLEGE OF EDUCATION & PROFESSIONAL STUDIES
SPECIAL EDUCATION

550.01
Academic Plans

Dates:

1982 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of the academic plans outlining the goals/objectives of the Special Education Department.  Included in these plans are faculty member listings, department program descriptions, total credit hour production, cost per credit hour and recommendations resulting from the review of the academic plans.  Academic plans are submitted to the Vice-President for Academic Affairs and the Illinois Board of Higher Education.



This item supersedes State Records Application 84-64, item 382, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office, then dispose of.

550.02
Budget and Fiscal File

Dates:

1989 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of duplicate copies of monthly expenditure reports, purchase orders, requisitions. paid telephone bills and time sheets for student workers.  Original budget and fiscal files are maintained in the Business Office per Application 84-66.



This item supersedes State Records Application 84-64, item 383, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

550.03
Class Schedules

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught by this department during a semester.  The Class Schedule also indicates time, location, name of instructor, credits, the descriptive title of the course, and the maximum number of cards (positions) available for registration.  Also included in this record series is the Course and Schedule Changes Following Pre-Registration which indicates the need to add more student seating to classes in demand, new courses and sections added to accommodate over registration, and courses and sections canceled due to low demand.



This item supersedes item 384 of Application 84-64 in order to change the retention period from five (5) years to three (3) years.

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

550.04
Course Outlines (Originals)

Dates:

1990 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by course number



This record series consists of course outlines for approved courses in the Special Education Department.  These files contain course description and syllabi, evaluating (testing) procedures and textbooks to be used in the courses.  Course outlines are frequently revised from one academic year to the next.



This item supersedes State Records Application 84-64, item 385, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain three (3) years in office, then dispose of providing course outline has been superseded by new version.

550.05
Department Staff Meeting Minutes (Originals)

Dates:

1987 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

550.06
Enrollment Statistics - 10th Day Roster

Dates:

1990 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of the Tenth Day Rosters of students enrolled in Special Education classes as of the tenth day of the semester.  These rosters include course and section numbers, names of instructors, the number of students enrolled in each course and the total number of students enrolled in Special Education classes per semester.



This item supersedes State Records Application 84-64, item 386, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office, then dispose of.

550.07
Faculty Personnel Files

Dates:

1990 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include copies of requests for leaves of absences, correspondence with/regarding leaves of absences, and evaluations by chair and other staff.  Originals of the record series are permanently maintained by the President's Office per item 100.05 of Application 95-12.



This item supersedes item 387 of 84-64 in order to change the description of the record series.  (No change in the retention period is proposed.)


Recommendation:
Retain in office for five (5) years following termination or employment, 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.

550.08
Grade Rosters

Dates:

1990 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of a computer printout generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the student's grade.  Originals are maintained by the Registrar's Office for thirty (30) years per 230.08 of Application 92-78.



This item supersedes item 389 of Application 84-64 in order to change the description of the record series.  (No change in the record series retention period is proposed.)



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.

550.09
Job Applications and Vitae (Not Hired) (Originals)

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents from individuals seeking faculty positions within the department.  Western Illinois University maintains Inactive Applicants Files for three (3) years per item 426 of Application 85-149.


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.

550.10
Lists of Majors

Dates:

1990 -


Volume:
4 1/2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Alphabetical



This record series consists of computer printouts listing all undergraduate and graduate students enrolled in Special Education Classes for a given semester.



This item supersedes State Records Application 84-64, item 391, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years, then dispose of.

550.11
Minutes of Various Organizations

Dates:

1982 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.



This item supersedes item 392 of Application 84-64 in order to change the description of the record series and to change the retention period from "dispose of at discretion of agency" to "five (5) years."

Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

550.12
Personnel Files (Civil Service, Professional Administrator) 

Dates:

1988 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

550.13
Property Control Files

Dates:

1996 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

550.14
Student Employment and Work Study Files

Dates:

1985 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week); Employment Authorization Forms; and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

550.15
Student Files

Dates:

1990 -


Volume:
6 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by name



Files include grade reports; graduation requirement checklists; entrance exam scores; pre-enrollment worksheets; memos; and correspondence.  Students' permanent records are permanently maintained by the university's Registrar's Office per item 230.16 of Application 92-78.  (Files include graduate and undergraduate students.)



This item supersedes items 390 and 393 of Application 84-64 in order to change the description of the record series. (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, 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.

550.16
Faculty Workload Schedules (Originals)

Dates:

1988 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate workload schedules of department faculty.  Data include department name, date of courses, course credit information, estimated enrollment, 10th day enrollment, credit unit equivalents, and faculty activity analysis information.



This item supersedes item 388 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) 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.

	550.17  
	
	Student Evaluations of Faculty (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2008-  
	
	

	
	
	Volume:
	14 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	2 Cubic Feet  
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of forms completed by students evaluating instructors’ performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years after the date of generation, then destroy in a secure manner or delete from the system provided all audits have been completed if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 5/20/15  


COLLEGE OF EDUCATION & PROFESSIONAL STUDIES

DEPARTMENT OF HEALTH STUDIES
	551.01  
	
	General Administrative Files (Originals & Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1995-  
	
	

	
	
	Volume:
	8 Cu. Ft.   
	
	

	
	
	Annual Accumulation:
	4 Cu. Ft.   
	
	

	
	
	Arrangement:
	By Subject  
	
	

	
	
	
	
	

	
	
	
 This record series consists of the general administrative files for the office of the Department of Health Studies.  The records generally include:  University policies and regulations; advisement policies and regulations; retention report studies; inter-university memoranda and general correspondence.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for  three (3) years, then transfer to the University Archives.  University Archives staff is to review all accumulations transferred accordingly and dispose of all extraneous materials after retaining all record series items having archival value for permanent retention.

  
	
	  Disposition

Approved

7/19/00

	551.02  
	
	Budget Files  
	
	

	
	
	
	
	

	
	
	Dates:
	1995-  
	
	

	
	
	Volume:
	1 ½  Cu. Ft.   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	By Fiscal Year  
	
	

	
	
	
	
	

	
	
	
This record series consists of the budget files for the office of the Department of Health Studies.  The records generally include:  the annual budget (e.g. contractual services, commodities) by line item expenditures; automotive budget for Driver Education (e.g. insurance); student payroll; and travel vouchers.  Original fiscal records are maintained by the University’s Business Office for a longer period of time.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain in the 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.

  
	
	  Disposition

Approved

7/19/00

	551.03  
	
	Civil Service Personnel Files  
	
	

	
	
	
	
	

	
	
	Dates:
	1993-  
	
	

	
	
	Volume:
	Negligible   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	Alphabetical by Name  
	
	


	
	
	
	
	

	
	
	
This record series consists of the civil service personnel files for the office of the Department of Health Studies.  The records generally include personnel regulations and general correspondence.  Original personnel files for civil service employees are maintained for sixty-five (65) years by the office of Personnel and Employee Relations.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years following the date of separation of employment, then dispose of.

  
	
	Disposition

Approved

7/19/00  

	551.04  
	
	Class Schedules  
	
	

	
	
	
	
	

	
	
	Dates:
	1993-  
	
	

	
	
	Volume:
	¾ Cu. Ft.   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	Chronological   
	
	

	
	
	
	
	

	
	
	
This record series consists of the class schedules for the office of the Department of Health Studies.  The schedule information includes:  the specific class offered, the instructor, and the numbers of credit hours earned.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years providing all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition

Approved

7/19/00  

	551.05  
	
	Course Syllabi Files  
	
	

	
	
	
	
	

	
	
	Dates:
	1980-  
	
	

	
	
	Volume:
	¾ Cu. Ft.   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	Numerical Order  
	
	

	
	
	
	
	

	
	
	
This record series consists of the course syllabi files for the office of the Department of Health Studies.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.  

	
	Disposition

Approved

7/19/00  

	551.06  
	
	Faculty Workloads (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1993-  
	
	

	
	
	Volume:
	Negligible   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	By Academic Year  
	
	

	
	
	
	
	

	
	
	
This record series consists of the faculty workloads for the office of the Department of Health Studies.  The records generally include; the number of classes taught per instructor, the hours taught, and the amount of C.U.’s (credit units) earned.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain five (5) years in office, then dispose of providing no litigation is pending or anticipated.

  
	
	Disposition

Approved

7/19/00  

	551.07  
	
	Faculty Gradebooks (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1993-  
	
	

	
	
	Volume:
	Negligible   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	Alphabetical by Faculty  
	
	

	
	
	
	
	

	
	
	
This record series consists of gradebooks to the office of the Department of Health Studies.  These gradebooks are primarily maintained by each faculty member.  Original records of students’ grades  are maintained by the University’s Registrar’s Office for thirty (30) years per item 230.08 of Application 92-78.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years, then dispose of, provided no litigation is pending or anticipated.

  
	
	Disposition

Approved

7/19/00

	551.08  
	
	Internship Files (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1993-  
	
	

	
	
	Volume:
	9 Cu. Ft.   
	
	

	
	
	Annual Accumulation:
	1 Cu. Ft.   
	
	

	
	
	Arrangement:
	Chronological/Alphabetical by Student  
	
	

	
	
	
	
	

	
	
	
This record series consists of the internship files for the office of the Department of Health Studies.  The records generally include:  all internship forms (e.g. contract for services); supervisor evaluations; daily logs of work activities; final papers; and correspondence.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years following graduation or date of last attendance, then dispose of.  

	
	  Disposition

Approved

7/19/00

	551.09  
	
	Faculty Files  
	
	

	
	
	
	
	

	
	
	Dates:
	1990-  
	
	

	
	
	Volume:
	¾ Cu. Ft.   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	Alphabetical   
	
	

	
	
	
	
	

	
	
	
This record series consists of the faculty files for the office of the Department of Health Studies.  The records generally include:  letters for promotion; evaluations; faculty vitae sheets (e.g. classes taught, professional organizations); and general correspondence.  Original Faculty Personnel Files are maintained for sixty-five (65) years per item 100.05 of EIU application 95-12 (President’s Office.)  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years following the date of separation of employment, 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

7/19/00  

	551.10  
	
	Summer Rotation Plans  
	
	

	
	
	
	
	

	
	
	Dates:
	1993-  
	
	

	
	
	Volume:
	Negligible   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	By Academic Year  
	
	

	
	
	
	
	

	
	
	
This record series consists of the summer rotation plans for the office of the Department of Health Studies.  The records generally include the employee’s name and year last assigned to work the summer term.  Statements of policy and approval of the rotation plans are also included.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain three (3) years in office and 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

7/19/00

	551.11  
	
	Strategic Academic Plans and Program Reviews/Reports  
	
	

	
	
	
	
	

	
	
	Dates:
	1995-  
	
	

	
	
	Volume:
	2 Cu. Ft.   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	Chronological by Year  
	
	

	
	
	
	
	

	
	
	
This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the University maintain the record series for five (5) years.

  
	
	

	
	
	Recommendation:
	Retain in office for five (5) years, then dispose of.


	
	Disposition

Approved

7/19/00  

	551.12  
	
	Student Files  
	
	

	
	
	
	
	

	
	
	Dates:
	1975-  
	
	

	
	
	Volume:
	3 Cu. Ft.   
	
	

	
	
	Annual Accumulation:
	½ Cu. Ft.   
	
	

	
	
	Arrangement:
	Alphabetical   
	
	

	
	
	
	
	

	
	
	
This record series consists of individual files created for each student who chooses a major in Health Studies.  Forms/documents which are found in a typical student file are:  semester grade sheets; department checklists for graduation; petitions to waiver certain courses in the program; unofficial transcripts and copies of associate degrees earned at junior colleges; letters informing students of being delinquent of courses required for graduation; copies of memos copies of references, and any correspondence with/regarding the student.  


Original Student Permanent Record Files are retained “in office until graduation or separation of corresponding students and the lapse of two (2) years thereafter, then dispose of all case record material other than the Program Record Cards, which are retained permanently and/or microfilmed.  All record series microforms are to be retained in office on a permanent basis” per item 230.16 of EIU Registrar’s application 92-78.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office five (5) years after graduation or date of last attendance, then dispose of providing that no litigation is pending or anticipated.  
	
	Disposition

Approved

7/19/00


  
	551.13  
	
	Alumni Surveys and Questionnaires  
	
	

	
	
	
	
	

	
	
	Dates:
	1988-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of surveys and questionnaires submitted to alumni of the Health Studies department to request current data which is used in updating the alumni database and for use in the generation of various departmental reports to the university including the Illinois Board of Higher Education (IBHE) 8 Year Program, National Council for Accreditation of Teacher Education (NCATE), and SOPHE-AAHE (Society for Public Health Education-American Association for Health Education). Baccalaureate Program for Approval Committee (SABPAC), etc.  The data may include the name, address, major/minor, graduate school attended, email address and phone number of alumni.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for two (2) years or until superseded by a new survey or questionnaire, whichever is later, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved as amended 11/20/13  


VICE PRESIDENT FOR ACADEMIC AFFAIRS

COLLEGE OF EDUCATION AND PROFESSIONAL STUDIES

EDUCATIONAL LEADERSHIP

	552.01  
	
	Administrative Correspondence and Related Documents (Originals and Duplicates)   
	
	

	
	
	
	
	

	
	
	Dates:
	2003-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological/Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of original incoming and outgoing correspondence exchanged by the Educational Administration Department and other offices of the University, federal/state agencies and other offices external to the University.  The files also include original photos, copies of memos, copies of by-laws, copies of organizational charts, copies of emergency response plans, copies of ethics training guidelines and any related supporting documents.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years, then transfer to the University Archives for permanent retention except for all routine documents which may be disposed of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition Approved 10/15/08  

	552.02  
	
	Budget and Fiscal Administration Files (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1999-  
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological by fiscal year
	
	

	
	
	
	
	

	
	
	
This record series consists of duplicate copies of monthly expenditure reports, vouchers, voucher schedules requisitions, purchase orders, approved budgets, budget proposals, budget requests, paid telephone bills, time sheets for student workers, stipend verification forms, and P-card files.  Original copies of the University’s internal budget are maintained by the Budget Office.  Original fiscal records are maintained by the University’s Business Office.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain in the office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition Approved 10/15/08  


	552.03
	
	 GOTOBUTTON Class Schedules (Originals)
	
	

	
	
	
	
	

	
	
	Dates:
	2000-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological by year and semester
	
	

	
	
	
	
	

	
	
	 GOTOBUTTON 
This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught during a semester.  The Class Schedule also indicates time, location, name of instructor, credits, the descriptive title of the course, and the maximum number of cards (positions) available for registration.  Also included in this record series is the Course and Schedule Changes Following Pre-Registration which indicates the need to add more student seating to classes in demand, new courses and sections added to accommodate over registration, courses and sections canceled due to low demand.  Other documents included in this area would be the School of Continuing Education cohort data.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	 GOTOBUTTON  Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated

  
	
	Disposition Approved 10/15/08  

	552.04
	
	Course Syllabi (Originals and Duplicates)
	
	

	
	
	
	
	

	
	
	Dates:
	 GOTOBUTTON 2004-
	
	

	
	
	Volume:
	1 Cubic Feet 
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Numerical by file number
	
	

	
	
	
	
	

	
	
	
This record series consists of course syllabi for all classes offered by the department.  Original course syllabi are retained permanently per item 100.010 of State Records Application 07-08 (SIU-Edwardsville).  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain originals in the department for two (2) years, then transfer to the University Archives for permanent retention.  Retain duplicates in office for two (2) years, then dispose of.

  
	
	Deferred

10/15/08

Disposition Approved as rewritten

  


*This item was deferred 9/15/08 to research whether these items are “duplicates” and maintained elsewhere for a longer period.

	552.05
	
	Department Committee Meeting Minutes (Originals)
	
	

	
	
	
	
	

	
	
	Dates:
	1999-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological by year
	
	

	
	
	
	
	

	
	
	
This record series consists of correspondence, agendas, minutes, and other attached supporting documents relating to items discussed during departmental committee meetings.
  
	

	

	
	
	
	
	

	
	
	Recommendation:
	 GOTOBUTTON Retain in office for ten (10) years, then transfer to the University Archives for permanent retention.

  
	
	Disposition Approved 10/15/08  

	552.06
	
	Enrollment Count Files
	
	

	
	
	
	
	

	
	
	Dates:
	2000-
	
	

	
	
	Volume:
	 GOTOBUTTON Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological
	
	

	
	
	
	
	

	
	
	 GOTOBUTTON 
This record series consists of first, fifth, and tenth day reports which are lists of students enrolled in each class offered by the Department of Educational Leadership at the beginning (first, fifth, and tenth days) of each semester.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition Approved 10/15/08  


	552.07
	
	Faculty Personnel Files (Duplicates)
	
	

	
	
	
	
	

	
	
	Dates:
	1999-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Alphabetical by last name
	
	

	
	
	
	
	

	
	
	 GOTOBUTTON 
This record series consists of copies of positive time rosters, requests for leave of absence, correspondence regarding leaves of absence, evaluations by the chair, personal information sheets, vitae, resumes, and other related correspondence.  Originals of the record series are permanently maintained by the President’s Office.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years following the date of separation from employment, then destroy in a secure manner provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition Approved 10/15/08  

	552.08
	
	 GOTOBUTTON Faculty Workload Schedules (Assignments of Duties for Academic Year)
	
	

	
	
	
	
	

	
	
	Dates:
	2000-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological by academic year
	
	

	
	
	
	
	

	
	
	
This record series consists of forms which contain information which enables the even distribution of the teaching workload for the department among the entire faculty.  The data includes the department name, date of courses, course credit information estimated enrollment, 10th day enrollment and credit unit equivalents.
  
	
	

	
	
	
	
	

	
	
	Recommendation:
	 GOTOBUTTON Retain in the office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition Approved 10/15/08  


	552.09
	
	 GOTOBUTTON Grade Rosters/Books (Duplicates)
	
	

	
	
	
	
	

	
	
	Dates:
	2000-
	
	

	
	
	Volume:
	½ Cubic Feet 
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological by year, numerical by course number
	
	

	
	
	
	
	

	
	
	
This record series consists of a computer printout generated each semester by the Registrar’s Office which lists the courses taught by each instructor, the students enrolled in each course, and the student’s grade.  Originals are maintained by the Registrar’s office for thirty (30) years.
  
	
	

	
	
	
	
	

	
	
	Recommendation:
	 GOTOBUTTON Retain in office for five (5) years following the date of graduation or last attendance, then destroy in a secure manner provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition Approved 10/15/08  

	552.10
	
	Job Applications and Vitae (Non-Hired) (Originals)
	
	

	
	
	
	
	

	
	
	Dates:
	2003-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Alphabetical
	
	

	
	
	
	
	

	
	
	 GOTOBUTTON  
This record series consists of application documents submitted by individuals seeking faculty/coordinator positions within the department.  File series contents include
 job applications, vitae, resumes and any related correspondence.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	 GOTOBUTTON Retain in the office for three (3) years, then destroy in a secure manner provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition Approved 10/15/08  


	552.11
	
	List of Majors (Duplicates)
	
	

	
	
	
	
	

	
	
	Dates:
	2000-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological
	
	

	
	
	
	
	

	
	
	
This record series consists of documents which indicate students majoring in Educational Administration.  Data include name, social security number, class standing and GPA
  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years, then destroy in a secure manner provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition Approved 10/15/08  

	552.12
	
	Personnel Files (Civil Service, Professional Administration) (Duplicates)
	
	

	
	
	
	
	

	
	
	Dates:
	1999-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Alphabetical
	
	

	
	
	
	
	

	
	
	
This record series consists of files which summarize the work histories of civil service employees and professional administrators.  Contents include performance evaluations, copies of applications, worker’s compensation forms, time sheets, letters of recommendation, sick leave requests and related correspondence.  Originals are maintained by the University’s Human Resource Office.
  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years following the date of separation from employment, then destroy in a secure manner provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition Approved 10/15/08  


	552.13
	
	Property Control Files (Duplicates)
	
	

	
	
	
	
	

	
	
	Dates:
	1999-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological
	
	

	
	
	
	
	

	
	
	
This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the University’s Office of Property Management.
  
	
	

	
	
	
	
	

	
	
	Recommendation:
	 GOTOBUTTON Retain in the office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition Approved 10/15/08  

	552.14
	
	Strategic Academic Plans and Program Reviews/Reports (Duplicates)
	
	

	
	
	
	
	

	
	
	Dates:
	 GOTOBUTTON 1999-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological
	
	

	
	
	
	
	

	
	
	
This record series consists of departmental copies of documents which summarize the department’s present and future academic programs.  The data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive office of the Vice President for Academic Affairs.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition Approved 10/15/08  


	552.15
	
	Student Employment and Work Study Files (Duplicates)
	
	

	
	
	
	
	

	
	
	Dates:
	2004-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological 
	
	

	
	
	
	
	

	
	
	 GOTOBUTTON 
This record series consists of files which summarize the work histories of students within the Work Study program and Student Employment program.  Contents include: work assignment records (i.e. name of student, name of supervisor, number of hours per week); Employment Authorization forms; and time sheets.  The agency’s Payroll Office maintains original Employment Authorization forms for six (6) years.  Original Work Study/Student Employment files are maintained by the University’s Financial Aid Office for five (5) years following graduation or date of last attendance.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years following graduation or date of last attendance, then destroy in a secure manner provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

	
	Disposition Approved 10/15/08  

	552.16
	
	Student Evaluations of Faculty (Originals)
	
	

	
	
	
	
	

	
	
	Dates:
	2004-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological
	
	

	
	
	
	
	

	
	
	
This record series consists of forms completed by students for evaluating an instructor’s performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.
  
	
	

	
	
	
	
	


	
	
	Recommendation:
	 GOTOBUTTON Retain in the office for five (5) years then destroy provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition Approved as amended 10/15/08  


	552.17
	
	Student Files (Duplicates)
	
	

	
	
	
	
	

	
	
	Dates:
	1999-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Alphabetical
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of student files including; grade reports; graduation requirements checklists; entrance exam scores; pre-enrollment worksheets; memos; student internship data (i.e., applications); certification data, letters of recommendation; transcripts, and all related correspondence.  Original student records are maintained permanently by the University’s Registrar’s Office.
  
	
	

	
	
	
	
	

	
	
	Recommendation:
	 GOTOBUTTON Retain in the office for five (5) years following graduation or date of last attendance, then destroy in a secure manner provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition Approved 10/15/08  

	
	
	
	
	

	
	
	
	
	

	552.18
	
	Academic Course Proposals (Approved) 
	
	

	
	
	
	
	

	
	
	Dates:
	2000-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological by semester and year   
	
	

	
	
	
	
	

	
	
	
This record series consists of departmental copies of documents retained on approved new courses offered through the Department of Educational Leadership for both on and off campus. The data includes but is not limited to the following: the type of credit, content of course, type of teaching method, and name of teacher.  Originals are permanently maintained by the Vice President’s Office of Academic Affairs.  

  
	
	

	
	
	Recommendation:
	Retain in office for three (3) years after the date of generation, then destroy in a secure manner or delete from the system provided the course proposals have been superseded and all audits have been completed, if necessary, and no litigation is pending or anticipated.

	
	Disposition approved
6/18/14  

	552.19  
	
	Student Advisor Files   
	
	

	
	
	
	
	

	
	
	Dates:
	2000-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological by date
	
	

	
	
	
	
	

	
	
	
This record series consists of  student advisor files that include but are not limited to the following: student admission listings, printouts showing the names of students admitted to the program, advisor assignments, student social security numbers, E numbers, student majors, cohort information, Ventures Style Profile Assessment numbers, student GPA’s, and other advisory placement information. (Venture Style Profile Assessment is an internal on-line survey required for admission into the department).

  
	
	

	
	
	Recommendation:
	Retain in office for five (5) years after graduation or date of last attendance, then destroy in a secure manner provided all audits have been completed under the supervision of the Auditor General, if necessary and no litigation is pending or anticipated.  
	
	Disposition approved
6/18/14  


	552.20  
	
	Alumni Files   
	
	

	
	
	
	
	

	
	
	Dates:
	2007-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological by year
	
	

	
	
	
	
	

	
	
	
This record series consists of records of alumni who have maintained contact with the department. The   files include but are not limited to the following:  news articles concerning the alumni, new employment positions and other correspondence that relates directly to alumni activities.


	
	


	
	
	Recommendation:
	Retain in office for three (3) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary and no litigation is pending or anticipated. 

  
	
	Disposition approved
6/18/14  

	552.21  
	
	Departmental Application of Criteria (DAC) Files  
	
	

	
	
	
	
	

	
	
	Dates:
	1998-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological by year
	
	

	
	
	
	
	

	
	
	
This record series contains records that describe which materials and methods will be used in evaluating the performance of employees eligible for retention, promotion, or tenure.  Originals are maintained as part of the “Negotiation Files” by the Vice-President for Academic Affairs.

This includes:

(1) categories of materials and activities appropriate for the department to use for the three areas of evaluation, including those relevant to distance education methods, and the relative importance of these materials and activities; and 

(2) a general statement of the methods to be used for evaluation of teaching/performance of primary duties including classroom visitation by the Department Chair and peers; and also including the means by which any special concerns relevant to evaluation of teaching by means of distance-education methods are to be addressed; and 

(3) a general statement of the methods to be used for evaluation of research/creative activity, and service; and 

(4) the relative emphasis to be given to research/creative activity and service. 

  
	
	

	
	
	Recommendation:
	Retain in office for three (3) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary and no litigation is pending or anticipated.  
	
	Disposition approved
6/18/14  


  
	552.22  
	
	Departmental Workshop Files  
	
	

	
	
	
	
	

	
	
	Dates:
	1998-
	
	

	
	
	Volume:
	3 cubic feet
	
	

	
	
	Annual Accumulation:
	½ cubic foot
	
	

	
	
	Arrangement:
	Chronological by Calendar Year
	
	

	
	
	
	
	

	
	
	
This record series consists of records retained on workshops that are held every year for surrounding area principals and superintendents.  The files include but are not limited to the following: handouts, registration forms, records of payments, Academy Credits, etc. 

   
	
	

	
	
	Recommendation:
	Retain in office for three (3) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary and no litigation is pending or anticipated.
  
	
	Disposition approved
6/18/14  

	552.23  
	
	Off-Campus Cohorts Program   
	
	

	
	
	
	
	

	
	
	Dates:
	1998-
	
	

	
	
	Volume:
	3 cubic feet
	
	

	
	
	Annual Accumulation:
	½ cubic foot
	
	

	
	
	Arrangement:
	Chronological by Calendar Year
	
	

	
	
	
	
	

	
	
	
This record series consists of records retained on the Department’s Cohort Programs.  The Department has numerous off-campus Cohort programs around the state. Each Cohort is assigned up to thirty students who work together as a class in order to complete the Educational Administration program. The Cohort begins and continues for approximately two years until the class meets the required objectives. The file series contents include but are not limited to the following: Cohort application forms, rosters, other application criteria, statistical reports as to how many students are in the program, how many finish, etc.    
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain in office for five (5) years after the end of the Cohort Session, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary and no litigation is pending or anticipated.

  
	
	Disposition approved
6/18/14  


	552.24  
	
	Faculty Activity Analysis Reports    
	
	

	
	
	
	
	

	
	
	Dates:
	2000-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological by semester and year
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copy of each analysis report completed by each faculty member within the department each semester.  The analysis shows the percentage of time each instructor spends in organized research, public service, and instruction. The originals are maintained by the Office of Planning, Budget and Institutional Research.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved
6/18/14  

	552.25  
	
	Graduate Assistantship Files (Hired)    
	
	

	
	
	
	
	

	
	
	Dates:
	2000-
	
	

	
	
	Volume:
	½ cubic foot
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Alphabetical by last name
	
	

	
	
	
	
	

	
	
	
This record series consists of original graduate assistantship files for the Department of Educational Leadership. The files include but are not limited to the following:  assistantship applications, copies of contracts, letters of acceptance, hours worked and other correspondence.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years following the date of graduation or last attendance, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved
6/18/14  


	552.26  
	
	Graduate Assistantship Files (Not Hired)   
	
	

	
	
	
	
	

	
	
	Dates:
	2000-
	
	

	
	
	Volume:
	½ cubic foot
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Alphabetical by last name
	
	

	
	
	
	
	

	
	
	
This record series consists of documents submitted by individuals seeking a graduate assistantship within the Department of Educational Leadership.  The files include but are not limited to the following: assistantship applications, resumes, letters of recommendation and other related correspondence.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for two (2) years after the date of receipt, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.
  
	
	Disposition approved
6/18/14  

	552.27  
	
	Graduation Listings/Rosters   
	
	

	
	
	
	
	

	
	
	Dates:
	2000-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological by semester and year
	
	

	
	
	
	
	

	
	
	
This record series contains rosters of students who have applied to graduate from the Educational Leadership degree program in Educational Administration (both Master’s and Specialist levels).  The files also include listings of students who have completed and have been certified by the Graduate School as completing all requirements for graduation.  Originals are maintained by the Office of the Graduate School.  
	
	


	
	
	Recommendation:
	Retain in office for five (5) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved
6/18/14  


	552.28
	
	Grant Records 
	
	

	
	
	
	
	

	
	
	Dates:
	2000-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological by fiscal year
	
	

	
	
	
	
	

	
	
	
This record series consists of departmental copies of documents which summarize the department’s participation in various grant programs (e.g., from the State Board of Education). The records include but are not limited to the following: applications to programs, letters of acceptance, proposals, fiscal information, and progress reports. Originals are maintained in the University’s Grants and Research Office for six (6) years per State Records Application 96-32.

  
	
	

	
	
	
	
	

	
	
	Recommendation:            
	Retain in office for five (5) years following the termination and/or completion of the corresponding grant project(s), then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved
6/18/14  

	552.29
	
	Minutes of Various Organizations     
	
	

	
	
	
	
	

	
	
	Dates:
	2000 -
	
	

	
	
	Volume:
	3 cubic feet
	
	

	
	
	Annual Accumulation:
	1/4 cubic foot
	
	

	
	
	Arrangement:
	Chronological by year
	
	

	
	
	
	
	

	
	
	
This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education, and other organizations).  Originals are maintained permanently with the respective organizations.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved
6/18/14  


  
	552.30  
	
	Program Evaluations    
	
	

	
	
	
	
	

	
	
	Dates:
	2007 -
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological by year
	
	

	
	
	
	
	

	
	
	
This record series consists of original forms and online surveys completed by students for evaluating the department’s program in several areas and categories. Surveys are reviewed each semester by the department faculty and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.
  
	
	Disposition approved
6/18/14  

	552.31  
	
	State Certification Examination Results   
	
	

	
	
	
	
	

	
	
	Dates:
	1995 -
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological by year
	
	

	
	
	
	
	

	
	
	
This record consists of exam scores for individuals seeking General Administrative (Principal) Certification and Superintendent Endorsements through the state.  (The results are not a prerequisite for the degree programs but are required to reach state certification in such content areas).  
	
	


	
	
	Recommendation:
	Retain permanently.
  
	
	Disposition approved
6/18/14  


	552.32  
	
	Textbook Listings   
	
	

	
	
	
	
	

	
	
	Dates:
	2000 -
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological by semester and year
	
	

	
	
	
	
	

	
	
	
This record series consists of listings of specific textbooks used in conjunction with programs under the department.  Also included in this series are copies of Textbook Issue Requirements for each class offered each semester, provided by Textbook Rental Service.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved
6/18/14  

	552.33  
	
	Application for Admission Files (Denied, Withdrawn and Non-Enrolled)    
	
	

	
	
	
	
	

	
	
	Dates:
	2000-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Alphabetical by Last Name
	
	

	
	
	
	
	

	
	
	
This record series consists of the original application files of prospective students who applied for admission to the department but did not actually enroll, were denied admittance and / or never attended after admittance.  The files include but are not limited to the following: application for admission, personal goal statements, transcripts, exam scores, and other correspondence.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years after the date of denial (for denied applications) or the date of receipt of the application (for withdrawn and non-enrolled), then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved
as amended

6/18/14  

	
	
	
	
	

	
	
	
	
	


	552.34  
	
	Scholarship Files (Accepted & Rejected)    
	
	

	
	
	
	
	

	
	
	Dates:
	2000-
	
	

	
	
	Volume:
	Negligible
	
	

	
	
	Annual Accumulation:
	Negligible
	
	

	
	
	Arrangement:
	Chronological by year, Alphabetical by Name   
	
	

	
	
	
	
	

	
	
	
This record series consists of files which indicate successful and unsuccessful candidates applying for scholarships within the Department of Educational Leadership.

The contents include but are not limited to the following: application forms, statements of awards, request statements, and supporting correspondence.  The University’s Financial Aid Office maintains Financial Aid Eligibility and Disbursement Folders for five (5) years after graduation or last date of attendance.
  
	
	


	
	
	Recommendation:
	For accepted applicants, retain in office for five (5) years following graduation or last date of attendance, whichever is later, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated. Retain files for rejected applicants in office for five (5) years following the date of rejection, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved
6/18/14  


	
	
	V.P. FOR ACADEMIC AFFAIRS
COLLEGE OF EDUCATION & PROFESSIONAL STUDIES
STUDENT TEACHING

	
	

	553.01  
	
	Academic Plans (Faculty Workload) (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2003-  
	
	

	
	
	Volume:
	5 Cubic Feet.  
	
	

	
	
	Annual Accumulation:
	¾ Cubic Feet  
	
	

	
	
	Arrangement:
	Chronological by fiscal year

  
	
	

	
	
	
This record series consists of departmental academic plans which include staffing requirements regarding the number of students and the number of divisions required to equally distribute their numbers among faculty to avoid overtime.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years, then dispose of providing all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition Approved 7/21/10  

	553.02  
	
	Assessment Reports (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	2000-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by academic year  
	
	

	
	
	
	
	

	
	
	
This record series consists of copies of assessment reports used in the department including:

1) The Student Learning Assessment Program Summary Forms which are submitted annually to the Office of Academic Assessment. The forms detail departmental learning objectives, method/type of assessment and who is responsible for the assessments. The originals are maintained by the Office of Academic Assessment.

2) The Response from Academic Assessment to the Student Learning Assessment Summary is received by the department from the Office of Academic Assessment. This is an evaluation of the report and the data submitted. The original is retained by the Office of Academic Assessment.


  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years, then dispose of providing all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition Approved 7/21/10  


	553.03  
	
	Budget and Fiscal Files (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1999-  
	
	

	
	
	Volume:
	8 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	1 ½ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological   
	
	

	
	
	
	
	

	
	
	
This record series consists of copies of monthly expenditure reports, purchase orders, requests for payment forms, paid telephone bills, time sheets for student workers, stipend verification forms, practicum waiver logs, cooperating teacher and supervisor logs of waivers used and waivers used per semester. Original budget and fiscal files are maintained in the University’s Business Office. Waivers used are processed through and maintained by the Office of Financial Aid.

  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years, then dispose of providing all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition Approved 7/21/10  


  
	553.04  
	
	Class Schedules (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1999-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by academic year  
	
	

	
	
	
	
	

	
	
	
This record series consists of a list of courses offered each semester including summer school.  Course offerings are identical each semester of the regular Academic year.  Original class schedules are maintained by the University’s Registration Office.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for two (2) years, then dispose of providing all audits have been completed and no litigation is pending or anticipated.  
	
	Disposition Approved 7/21/10  


	553.05  
	
	Clinical Experience Documentation Files (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1999-  
	
	

	
	
	Volume:
	4 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by academic year  
	
	

	
	
	
	
	

	
	
	
This record series consists of documents used in the Department’s Clinical Practicum including:

1) The Course Outline which indicates all courses offered through the Department of Student Teaching and Clinical Experiences that are internship-style, site-based courses. The files also include a copy of the Student Teaching Handbook which serves as a guide for performance expectations due to the nature of these internships.

2) The Course Proposal for STG 4000 which indicates the types of assignments and experiences required of the student in the practicum experience.

3) The Multi-Cultural/Disabilities Practicum Packet which specifies assignments and requirements of all students enrolled in the course, whether concurrent with or independent of the student teaching semester.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years after the date of generation, then dispose of providing all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition Approved 7/21/10  

	553.06  
	
	Enrollment Statistics – 10th Day Rosters (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1999-  
	
	

	
	
	Volume:
	½ Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological /alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of tenth day rosters of students enrolled in Student Teaching classes. The data includes course and section numbers, names of instructors, the number of students enrolled in each course, and the total number of student enrolled in Student Teaching classes per semester. Originals are maintained by the University’s Registration Office.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain in the office for five (5) years, then dispose of providing all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition Approved 7/21/10  

	553.07  
	
	Student Employment and Work Study Files (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1999-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of files which summarize the work histories of students within the Work Study program and Student Employment Program. The contents include: work assignment records (name of student, supervisor, and number of hours worked), employment authorization forms and time sheets. The agency’s Payroll Office maintains original Employment Authorization Forms for six (6) years. Original Work Study/Student Employment files are maintained by the University’s Financial Aid Office for five (5) years following graduation or date of last attendance.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after graduation or date of last attendance, then dispose of in a secure manner providing all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition Approved 7/21/10  

	553.08  
	
	Student Files (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1999-  
	
	

	
	
	Volume:
	24 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	4 Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical by student/chronological by semester
	
	

	
	
	
	
	

	
	
	
This record series consists of student teaching application documents, copies of transcripts, TB test results, signed pre-clinical observation log sheets, placement information, letters of recommendation, memos and correspondence. Students’ permanent records are maintained by the University’s Registrar’s Office.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five years after graduation or date of last attendance, then dispose of in a secure manner providing all audits have been completed and no litigation is pending or anticipated.
	
	Disposition Approved 7/21/10  


	553.09  
	
	  Student Teaching Applications (Incomplete)
	
	

	
	
	
	
	

	
	
	Dates:
	2003-  
	
	

	
	
	Volume:
	2 Cubic Feet / 600 MB  
	
	

	
	
	Annual Accumulation:
	Negligible/ 300 150 MB  
	
	

	
	
	Arrangement:
	Alphabetical by last name
	
	

	
	
	
	
	

	
	
	
This record series consists of incomplete student teaching applications received from people who did not student teach due to academic or personal reasons  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for two (2) years after date of receipt, then dispose of in a secure manner or delete from the system providing all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition Approved 7/21/10  

	553.10  
	
	Student Teaching Clinical Experience Agreements (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1999-  
	
	

	
	
	Volume:
	4 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical by city/school  
	
	

	
	
	
	
	

	
	
	
This record series consists of Clinical Experience Agreements with cooperating school districts.  The data includes the school district name and number, FEIN number, superintendent, address, and date.  Agreements are valid for a period of ten (10) years from the date of signing.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years from the date of expiration of the agreement, then dispose of in a secure manner providing all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition Approved 7/21/10  


	553.11  
	
	Student Teaching Forms (Originals)
	
	

	
	
	
	
	

	
	
	Dates:
	1999-  
	
	

	
	
	Volume:
	8 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by semester  
	
	

	
	
	
	
	

	
	
	
This record series consist of various forms required as part of the student teaching process including; work and commuter forms, monthly observation forms, EIU cooperating teacher information and approval forms, and related placement forms. The record series data includes; student name, social security number, address, major(s), placement school name and address, coordinator tally of visits to the school, cooperating teacher name and social security number/address and brief educational history.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after graduation or date of last attendance, then dispose of in a secure manner providing all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition Approved 7/21/10  

	553.12  
	
	Tuition Waivers  
	
	

	
	
	
	
	

	
	
	Dates:
	2004-  
	
	

	
	
	Volume:
	2 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet  
	
	

	
	
	Arrangement:
	Chronological by semester, Alphabetical by student’s name  
	
	

	
	
	
	
	

	
	
	
This record series consists of original completed and signed tuition waiver forms issued to cooperating teachers.  (A memo is then sent to the Office of Financial aid instructing them to apply the waivers to the cooperating teacher’s student account).   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years following graduation or date of last attendance, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 5/20/15  


V.P. FOR ACADEMIC AFFAIRS
INSTRUCTIONAL TECHNOLOGY CENTER
	554.01  
	
	Fiscal Administration Files   
	
	

	
	
	
	
	

	
	
	Dates:
	2002-  
	
	

	
	
	Volume:
	7 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet  
	
	

	
	
	Arrangement:
	Chronological by fiscal year  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of fiscal records including copies of the following:  monthly expenditures, purchase orders, requisitions, budget files, budget working files, travel vouchers, related correspondence, reports, budget statements, fund forms, bills, invoices and related vouchers.  Originals are maintained by the University’s Vice President for Business Affairs Accounting Office.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 3/18/15  


  
	554.02  
	
	Personnel Files   
	
	

	
	
	
	
	

	
	
	Dates:
	2010-  
	
	

	
	
	Volume:
	1 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of personnel files for the Offices under the Vice President for Academic Affairs that summarizes work histories of civil service, administrative professional, and student employees.  Files contain personnel documents which may include:  notices of suspension, lay-off, or termination; job classification changes; salary changes; worker’s compensation forms, correspondence; and related materials. Original civil service files are maintained by the University’s Human Resource Office. Original Administrative Professional files are maintained by the Office of the Vice President for Student Affairs. Original student employee files are maintained by the University’s Office of Financial Aid/Student Employment. Original graduate assistant files are maintained by the University’s Graduate School Office.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain for five (5) years after separation from employment, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 3/18/15  


	554.03  
	
	Administrative Correspondence and Related Supporting Documents   
	
	

	
	
	
	
	

	
	
	Dates:
	2002-  
	
	

	
	
	Volume:
	1 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical by topic  
	
	

	
	
	
	
	

	
	
	
This record series consists of incoming and outgoing correspondence and documents for the departments that are exchanged offices under the Vice President for Academic Affairs, by offices of the university, federal/state/county/local offices, other offices external to the institution, and various outside entities/individuals.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 3/18/15  

	554.04  
	
	Attendance Files   
	
	

	
	
	
	
	

	
	
	Dates:
	2008-  
	
	

	
	
	Volume:
	3 ½ Cubic Feet  
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet  
	
	

	
	
	Arrangement:
	Chronological by fiscal year  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of employees’ request for leave slips records of office attendance, vacation time requested by office staff, and related correspondence. The request for leave data is then electronically entered into the University’s timekeeping system.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for two (2) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 3/18/15  

	554.05  
	
	Property Control Files   
	
	

	
	
	
	
	

	
	
	Dates:
	2002-  
	
	

	
	
	Volume:
	7 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet  
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of copies of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the University’s Office of Property Management.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 3/18/15  


COLLEGE OF GRADUATE SCHOOL & RESEARCH

OFFICE OF RESEARCH & SPONSORED PROGRAMS
560.01
Administrative Correspondence and Related Documents

Dates:

1990 -


Volume:
4 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Research & Grants Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 556 of Application 84-64 in order to change the description and to provide for weeding of the documents by the University Archives.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.


560.02
Personnel Files (Civil Service, Professional Administrator) 

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of employment applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.



Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

560.03
Board of Trustees Grant Reports

Dates:

1976 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



Included in the record series are periodic (monthly and annual) reports to the Board of Trustees showing how much money was received for each grant, the purpose of the grant, and the names of the grants received, R.A.M.P. Reports, Board of Trustees cost studies, Senate and House Narrative Reports (Questionnaires), Annual Academic Plans, Annual Non-Academic Plans and Board of Trustees and the Board of Higher Education's Development Reports may also be contained in this record series.



This item supersedes State Records Application 84-64, item 557, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for six (6) years, then dispose of provided all audits (federal and state) have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.


560.04
Budget Files

Dates:

1989 -


Volume:
5 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological



This record series consists of internal accounts and budget records such as transaction statements, office and overhead budgets, faculty research budgets, requisitions, budget proposals, and annual budget reports.



The agency record copies of this record series are maintained by the Business Office.



This item supersedes State Records Application 84-64, item 558, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



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

560.05
Faculty Questionnaire and Profile (Originals)

Dates:

1981 -


Volume:
8 Cu. Ft.


Annual Accumulation:
3 Cu. Ft.


Arrangement:
Alphabetical by department



This record series consists of completed faculty profile questionnaires used to input data for the FRATS (Faculty Research Assistance to the State) program.  FRATS is an on-line computerized information file of faculty research capabilities and scholarly interests.  Participants in FRATS currently include five (5) Illinois Colleges and Universities.



This item supersedes State Records Application 84-64, item 559, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of.

560.06
Grant Application and Funding Records

Dates:

1985 -


Volume:
20 Cu. Ft.


Annual Accumulation:
2 Cu. Ft.


Arrangement:
Chronological



This record series consists of rejected grant applications, funded and unfunded grant applications.  Included in this record series are the grant applications, narratives, budget proposals, and contracts.  Funding may come from federal or state grants or from a private foundation.



This item supersedes State Records Application 84-64, item 560, to provide for the incorporation of the file series into this revised records disposition application and to change the retention period from six (6) years to five (5) years following completion of project.


Recommendation:
Retain in office for five (5) years, then dispose of provided all audits (federal and state) have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

560.07
Grant and Research Bulletins (Originals)

Dates:

1994 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological



This record series consists of notices of Faculty Research Awards and lists and descriptions of grants available.



This item supersedes State Records Application 84-64, item 561, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for two (2) years, then dispose of.

	560.08  
	
	Administrative Correspondence Files and Related Documents  
	
	

	
	
	
	
	

	
	
	Dates:
	2004-  
	
	

	
	
	Volume:
	4 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by year/alphabetical by topic  
	
	

	
	
	
	
	

	
	
	
This record series consists of incoming and outgoing correspondence exchanged by the Research and Sponsored Programs Department and other offices of the university, federal/state offices (e.g. National Science Foundation, National Institute of Health, Dept. of Energy) and other offices external to the institution. The files include memos, working papers, and supporting documents including copies of report data from an agency or grantee regarding any grants and copies of fiscal information required for budgets.

This item supersedes State Records Application 96-32, item 560.01 in order to discontinue joint review of the University Archives staff.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years, then destroy any routine documents in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  Transfer any remaining accumulation to the University Archives for permanent retention.

  
	
	Deferred 7/18/12

Withdrawn 9/19/12
Disposition approved 10/17/12  

	560.09  
	
	Personnel Files (Student Employment, Civil Service and Professional Administrator)  
	
	

	
	
	
	
	

	
	
	Dates:
	2004-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical by name  
	
	

	
	
	
	
	

	
	
	
This record series consists of files which summarize the work histories of student employees, civil service employees and professional administrators.

 The file series contents include time sheets, performance evaluations, letters of recommendation, copies of employment applications, student authorization forms, workers’ compensation forms, accrued and sick leave requests. Originals for student employment are maintained by the Office of Financial Aid and Civil Service and Professional Administrator employment forms are maintained by the University’s Personnel Office. Originals of Civil Service performance evaluations are retained by Human Resources and Originals of Professional Administrator evaluations are maintained by the President’s Office.


This item supersedes State Records Application 96-32, item 560.02 in order to provide for the incorporation of the file series into this revised records disposition application.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for five (5) years after the date of separation from employment, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Deferred 7/18/12

Withdrawn 9/19/12
Disposition approved 10/17/12  

	560.10  
	
	Budget Files (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	2004-  
	
	

	
	
	Volume:
	5 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of internal accounts and budget records such as transaction statements, office and overhead budgets, requisitions, budget proposals, and annual budget reports. The agency record copies of this record series are maintained by the University’s Business Office.


This item supersedes State Records Application 96-32, item 560.04 in order to provide for the incorporation of the file series into this revised Records Disposition Application. (No change in the previously approved disposition is proposed).  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) fiscal years, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  

  
	
	Deferred 7/18/12

Withdrawn 9/19/12
Disposition approved 10/17/12  


	560.11  
	
	Grant Application and Funding Records (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	2003-  
	
	

	
	
	Volume:
	20 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	2 ¼ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of funded grant applications and agreements for the Office of Research and Sponsored Programs. The files include copies of grant applications, grant narratives, budget proposals, and contracts. The funding may come from federal/state grants or from private foundations. Originals are maintained by the University’s Business Office. 


The item supersedes State Records Application 96-32, item 560.06 in order to provide for the incorporation of the file series into this revised Records Disposition Application. (No change in the previously approved disposition is proposed).  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for five (5) years, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Deferred 7/18/12

Withdrawn 9/19/12
Disposition approved 10/17/12  

	560.12  
	
	Declined Grant Application Files (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2008-  
	
	

	
	
	Volume:
	4 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by year/alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of declined grant application files which include grant applications, narratives, budget proposals and related correspondence. Grant applications that are not accepted must be resubmitted after a two (2) year period.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain for three (3) years, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary and no litigation is pending or anticipated.  

  
	
	Deferred 7/18/12

Withdrawn 9/19/12
Disposition approved 10/17/12  

	560.13  
	
	Grant Reports (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2003-  
	
	

	
	
	Volume:
	1 ½ Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological   
	
	

	
	
	
	
	

	
	
	
This record series consists of quarterly reports to External Relations listing money received for grants $10,000 and above, agency name, project dates, name of the project director or project investigator, and a brief description of the project. Also included is the number and total dollar amount of grants that were received under $10,000. University Deans and Vice-Presidents also receive quarterly reports listing currently pending, funded, and recently declined proposals.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for six (6) years, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary and no litigation is pending or anticipated.  

  
	
	Deferred 7/18/12

Withdrawn 9/19/12
Disposition approved 10/17/12  

	560.14  
	
	Internal Grant Applications  
	
	

	
	
	
	
	

	
	
	Dates:
	2004-  
	
	

	
	
	Volume:
	4 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by year and alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of funded and declined internal grant applications, which include project narratives, budget proposals, project reports, review sheets, and review session, and review session meeting minutes.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain for five (5) years, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary and no litigation is pending or anticipated.  

  
	
	Deferred 7/18/12

Withdrawn 9/19/12
Disposition approved 10/17/12  

	560.15  
	
	Research and Sponsored Programs Online Newsletters (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2004-  
	
	

	
	
	Volume:
	2000 KB  
	
	

	
	
	Annual Accumulation:
	400 KB  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of online newsletters that list Faculty Research Submissions and Awards, information regarding upcoming internal grant competitions, and any other information regarding external grants.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for five (5) years, then delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Deferred 7/18/12

Withdrawn 9/19/12
Disposition approved 10/17/12  


	560.16  
	
	IRB (Institutional Review Board) Administrative Records (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2005-  
	
	

	
	
	Volume:
	1 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	¼ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological   
	
	

	
	
	
	
	

	
	
	
Pursuant to the National Research Act (P.L. 93-348) and 45 CFR 46.103, Eastern Illinois University (EIU) maintains an Institutional Review Board (IRB) which is charged with assuring the protection of the rights and welfare of human subjects participating in research. Any undertaking in which an EIU faculty member, staff member, or student investigates or collects information on living humans for biomedical or behavioral research or related activities may be considered as “involving human subjects”.  Therefore, the IRB is required to review all research involving human subjects prior to the conducting of any research. Consistent with federal regulations, the chief research officer (CRO) appoints members to the IRB. EIU’s Dean of the Graduate School serves as the University’s CRO. 

The IRB’s administrative files include, but are not limited to: 

1) Minutes of IRB meetings

2) List of IRB membership (including appointment letters)

3) Written procedures for the IRB

4) Monthly protocol activity reports

5) CRO protocol activity reports

6) Federal wide Assurance, as approved by the Federal Office for Human Research Protections (OHRP)

7) IRB registration, as approved by the OHRP

  
	
	

	
	
	
The recommendation for this record series is based on the requirements of the Code of Federal Regulations (45 C.F.R.  §46.115)that states “The records required by this policy shall be retained for at least 3 years, and records relating to research which is conducted shall be retained for at least 3 years after completion of the research. All records shall be accessible for inspection and copying by authorized representatives of the department or agency at reasonable times and in a reasonable manner.”


	
	

	
	
	Recommendation:
	Retain for three (3) years, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Deferred 7/18/12

Withdrawn 9/19/12
Disposition approved 10/17/12  


	560.17  
	
	Institutional Review Board (IRB) Research Proposal Files (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2005-  
	
	

	
	
	Volume:
	12 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	4 Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of various IRB research proposals which includes but are not limited to:

1) Research proposal reviewed by IRB

2) Approved informed consent documents

3) Progress reports submitted by investigator

4) Reports of injuries to subjects

5) Records of continuing review activities

6) Statements of significant new findings provided to subjects

7) Correspondence between the IRB and investigators

8) Other documentation pertinent to the study


The recommendation for this record series is based on the requirements of the Code of Federal Regulations (45 C.F.R.  §46.115) that states “The records required by this policy shall be retained for at least 3 years, and records relating to research which is conducted shall be retained for at least 3 years after completion of the research. All records shall be accessible for inspection and copying by authorized representatives of the department or agency at reasonable times and in a reasonable manner.”  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years after the date of completion of the research, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Deferred 7/18/12

Withdrawn 9/19/12
Disposition approved 10/17/12  

	560.18  
	
	Institutional Animal Care and Use Committee (IACUC) Administrative Records (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2005-  
	
	

	
	
	Volume:
	1 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of the administrative records of the Institutional Animal Care and Use Committee (IACUC) maintained in accordance with federal regulations of the U.S. Department of Agriculture include, but are not limited to: 

1) Minutes of IACUC meetings

2) List of IACUC membership (including appointment letters)

3) Semi-annual IACUC reports and recommendations to the Institutional Official

4) CRO protocol activity reports

5) Animal Welfare Assurance Report to the Office of Laboratory Animal Welfare (OLAW) ensuring compliance with federal regulations.

6) USDA registration and veterinary care plans

  
	
	

	
	
	 
 The recommendation for this record series is based on the requirements of the Code of Federal Regulations (9 C.F.R. §2.35) States “All records and reports shall be maintained for at least three years. Records that relate directly to proposed activities and proposed significant changes in ongoing activities reviewed and approved by the IACUC shall be maintained for the duration of the activity. All records shall be available for inspection and copying by authorized APHIS (Animal and Plant Health Inspection Service) or funding Federal agency representatives at reasonable times.”


	
	

	
	
	Recommendation:
	Retain for three (3) years after the date of completion of the research, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Deferred 7/18/12

Withdrawn 9/19/12
Disposition approved 10/17/12

  

	560.19  
	
	Institutional Animal Care and Use Committee (IACUC) Proposal Files (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2005-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of the proposal records of the Institutional Animal Care and Use Committee (IACUC) maintained in accordance with federal regulations of the U.S. Department of Agriculture, and include, but are not limited to: 

1) Animal care and use proposals reviewed by IACUC

2) Proposed significant changes to the care and use of animals

3) IACUC action on proposals and/or changes (approval given or withheld)

4) Records of continuing review activities

5) Correspondence between the IACUC and investigators

6) Other documentation pertinent to the proposed changes


The recommendation for this record series is based on the requirements of the Code of Federal Regulations (Title 9 – Animal and Animal Products – Chapter 1 Animal and Plant Health Inspection Service, Department of Agriculture –Subpart C Research Facilities) that states “All records and reports shall be maintained for at least three years. Records that relate directly to proposed activities and proposed significant changes in ongoing activities reviewed and approved by the IACUC shall be maintained for the duration of the activity. All records shall be available for inspection and copying by authorized APHIS (Animal and Plant Health Inspection Service) or funding Federal agency representatives at reasonable times.”  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years after the date of completion of the research, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Deferred 7/18/12

Withdrawn 9/19/12
Disposition approved 10/17/12  


This application was deferred 7/18/12 in order to clarify and make changes to several records series.  See minutes for complete details.
This application was withdrawn 9/19/12 until legal department for EIU answers various questions.
COLLEGE OF GRADUATE SCHOOL & RESEARCH
INTERNATIONAL STUDENTS AND SCHOLARS
570.01
Application for Admission Files (Denied or Withdrawn)

Dates:

1982 -


Volume:
10 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of files created for each student or applicant from another country who applied for admission into EIU's Graduate School.



Files include applications for admission, transcripts, exam scores, fiscal forms, affidavit data, and correspondence.



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed, if necessary and no litigation is pending or anticipated.
570.02
International Student Files (Graduate and Undergraduate) Accepted and Prospective) (Original)

Dates:

1992 -


Volume:
5 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Alphabetical by name



Files include applications, transcripts, exam scores, financial proof verification papers, immigration papers, transfer credit evaluations, and supporting correspondence.  Non-International Graduate and Undergraduate Student Files are permanently maintained by the University's Registrar's Office per item 230.16 of Application 92-78.


Recommendation:
Retain accepted student files in office on a permanent basis.  Retain prospective student files for three (3) years, then dispose of providing no litigation is pending or anticipated.

570.03
Study Abroad Files

Dates:

1990 -


Volume:
4 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Random



This record series consists of files which pertain to EIU students who studied in academic programs outside the United States. 



Contents include applications, scholarship and fiscal documents, agreements by EIU and the designated student concerning credit hours earned, insurance data (e.g., waiver of liability), course descriptions, evaluation of programs, release statements, and supporting correspondence.  Original student files are permanently maintained by the university's Registrar's Officer per item 230.16 of Application 92-78.



Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, 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.

570.04
Test Scores for Entrance Examinations

Dates:

1992 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate academic performance for international students seeking admission into the university's Graduate School.



Data include SAT, ACT, GRE, and Toeffler scores.  "International Student Files" (which contain entrance examinations) are permanently maintained per item 600.02 of this application.



Recommendation:
Retain in office for three (3) years, then dispose of.

	
	
	
	
	

	570.05  
	
	Fiscal Administration Files   
	
	

	
	
	
	
	

	
	
	Dates:
	2009-  
	
	

	
	
	Volume:
	5 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet  
	
	

	
	
	Arrangement:
	Chronological   
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of fiscal records including copies of the following: monthly expenditures, purchase orders, requisitions, budget files, budget working files, travel vouchers, related correspondence, reports, budget statements, fund forms, bills, invoices and related vouchers. Originals are maintained by the University’s Vice President for Business Affairs Accounting Office/Comptroller.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 7/16/14  

	570.06  
	
	Personnel Files   
	
	

	
	
	
	
	

	
	
	Dates:
	2000-  
	
	

	
	
	Volume:
	½ Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of personnel files for the Office of International Students and Scholars that summarizes work histories of civil service, administrative professional, and student employees. The files contain personnel documents which may include: notices of suspension, lay-off, or termination; job classification changes; salary changes; worker’s compensation forms, correspondence; and related materials.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for five (5) years after separation from employment, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 7/16/14  


	570.07  
	
	Administrative Correspondence and Related Supporting Documents   
	
	

	
	
	
	
	

	
	
	Dates:
	2009-  
	
	

	
	
	Volume:
	5 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	1 Cubic Foot  
	
	

	
	
	Arrangement:
	Chronological and Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of incoming and outgoing correspondence and documents for the Office of International Students and Scholars that are exchanged by offices of the university, federal/state/county/local government offices, other offices external to the institution, and various outside entities/individuals.

  
	
	

	
	
	Recommendation:


	Retain for three (3) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved as amended 7/16/14  

	570.08  
	
	Attendance Files   
	
	

	
	
	
	
	

	
	
	Dates:
	2009-  
	
	

	
	
	Volume:
	½ Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological and alphabetical   
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of employees’ request for leave slips, records of office attendance, vacation time requested by office staff, and related correspondence.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 7/16/14  


	570.09  
	
	F-1 Optional Practical Training (OPT) Files  
	
	

	
	
	
	
	

	
	
	Dates:
	2009-  
	
	

	
	
	Volume:
	½ Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological and alphabetical  
	
	

	
	
	
	
	

	
	
	
F-1 Optional Practical Training (OPT) is a program authorized by the U.S. Citizenship and Immigration Services (U.S.C.I.S.) that provides International Students the opportunity to apply knowledge gained in their degree programs to off-campus work in their major fields. The maximum amount of time granted to work on F-1 OPT status is twelve months per degree level plus seventeen months for STEM (Science, Tech, Engineering and Math). 


The files series contents include copies of the student’s academic file and work authorization The actual work authorization is retained by the student and the original paper work for the work authorization is retained by the U.S.C.I.S.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years following graduation or the date of last attendance, whichever is later, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.
  
	
	Disposition approved 7/16/14  

	570.10  
	
	International Students’ Scholarships  
	
	

	
	
	
	
	

	
	
	Dates:
	2009-  
	
	

	
	
	Volume:
	½ Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological and alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of files which indicate successful and unsuccessful candidates applying for scholarships within the Office of International Students and Scholars.

The contents include application forms, statements of awards, request statements, and supporting correspondence.      
	
	

	
	
	
	
	

	
	
	Recommendation: 
	For award holders, retain in office for five (5) years following graduation or date of last attendance, whichever is later, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated. Retain files for rejected applicants in office for five (5) years following the date of rejection, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 7/16/14  


VICE PRESIDENT OF ACADEMIC AFFAIRS

STUDY ABROUD 

	
	
	
	
	

	
	
	
	
	

	575.01  
	
	Fiscal Administration Files   
	
	

	
	
	
	
	

	
	
	Dates:
	2009-  
	
	

	
	
	Volume:
	5 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of fiscal records including copies of the following: monthly expenditures, purchase orders, requisitions, budget files, budget working files, travel vouchers, related correspondence, reports, budget statements, fund forms, bills, invoices and related vouchers. Originals are maintained by the University’s Vice President for Business Affairs Accounting Office/Comptroller.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 10/15/14  


  
	575.02  
	
	Personnel Files   
	
	

	
	
	
	
	

	
	
	Dates:
	2000-  
	
	

	
	
	Volume:
	½ Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of personnel files for the Study Abroad Office that summarizes work histories of civil service, administrative professional, and student employees. Files contain personnel documents which may include: notices of suspension, lay-off, or termination; job classification changes; salary changes; worker’s compensation forms, correspondence; and related materials. Original civil service files are maintained by the University’s Human Resource Office. Original Administrative Professional files are maintained by the Office of the Vice President for Student Affairs. Original student employee files are maintained by the University’s Office of Financial Aid/Student Employment.   
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain in office for five (5) years after separation from employment, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 10/15/14  


	575.03  
	
	Administrative Correspondence and Related Supporting Documents  
	
	

	
	
	
	
	

	
	
	Dates:
	2009-  
	
	

	
	
	Volume:
	5 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet  
	
	

	
	
	Arrangement:
	Chronological and Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of incoming and outgoing correspondence and documents for the departments under the Vice President for Business Affairs that are exchanged by offices of the university, federal/state/county/local offices, other offices external to the institution, and various outside entities/individuals.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years after the date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 10/15/14  

	575.04  
	
	Study Abroad Files  
	
	

	
	
	
	
	

	
	
	Dates:
	1999-  
	
	

	
	
	Volume:
	22 Cubic   
	
	

	
	
	Annual Accumulation:
	4 Cubic Feet  
	
	

	
	
	Arrangement:
	By Student Last Name  
	
	

	
	
	
	
	

	
	
	
This record series consists of files which pertain to EIU students who studied in academic programs outside the United States. 


Contents include applications, scholarship and fiscal documents, agreements by EIU and the designated student concerning credit hours earned, insurance data (e.g., waiver of liability), course descriptions, evaluations of programs, release statements, and supporting correspondence.  Original student files are permanently maintained by the University's Registrar's Officer per item 230.16 of Application 92-78.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain in office for five (5) years following graduation or date of last attendance, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 10/15/14  


	575.05  
	
	Partnership Agreement Files  
	
	

	
	
	
	
	

	
	
	Dates:
	1990-  
	
	

	
	
	Volume:
	3 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of Partnership Agreements between EIU and various international institutions (e.g. companies and universities) to host students who are in academic programs outside the United States. 

Contents include signed agreements, correspondence and promotional materials.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for ten (10) years following the final completion of the agreement, then destroy in a secure manner or delete from system provided all audits have been completed if necessary and no litigation is pending or anticipated.

  
	
	Disposition approved 10/15/14  

	575.06  
	
	Faculty Led Programming Files

	
	
	

	
	
	Dates:
	2000-  

	
	
	Volume:
	2 Cubic Feet  

	
	
	Annual Accumulation:
	Negligible   

	
	
	Arrangement:
	Alphabetical by country  

	
	
	

	
	
	
This record series consists of course proposals, correspondence, reports, budget estimates and signed agreements for faculty who develop courses when traveling to other countries.  

	
	
	

	
	
	Recommendation:
	Retain in office for ten (10) years following final completion of the agreement, then destroy in a secure manner or delete from system provided all audits have been completed if necessary and no litigation is pending or anticipated.  
	Disposition approved 10/15/14  


COLLEGE OF GRADUATE SCHOOL & RESEARCH
GRADUATE SCHOOL
580.01
Administrative Correspondence and Related Documents

Dates:

1965 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Graduate School and Research Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 462 of Application 84-64 in order to change the description of the record series and to decrease the retention period from permanent to three (3) years with weeding by the University Archives.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

580.02
Application for Admission (Denied or Withdrawn)

Dates:

1982 -


Volume:
10 Cu. Ft.


Annual Accumulation:
3 1/2 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of individual files created for each student or applicant from another who applied for admission into EIU's Graduate School and whose application was subsequently denied or withdrawn.  Files include:  application for admission, transcripts of student's academic record, entrance exam scores, and correspondence.



This item supersedes State Records Application 84-64, item 463, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)





Recommendation:
Retain three (3) years in office then dispose of providing no litigation is pending or anticipated.

580.03
Budget File

Dates:

1979 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
By fiscal year


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

580.04
Graduate Student Files

Dates:

1979 -


Volume:
88 Cu. Ft.


Annual Accumulation:
17 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of individual files created for each student enrolled in the University's Graduate Studies Program.



Contents include applications, transcripts, exam scores, student study plan, checklist for processing applications, request for early certification, contracts, payroll data, and correspondence.



This item supersedes item 465 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, 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.

580.05
Graduate Student "Hold" Files

Dates:

1978 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of individual files created for persons accepted for admission into the Graduate School or Continuing Education Program but placed on "hold" due to the failure to provide transcripts from prior university attendance, pay required fees, or register for required courses mandated by the Graduate Study Plan.  These files placed on "hold" were never subsequently cleared up by the student and he/she was not allowed to continue in the program.



This item supersedes State Records Application 84-64, item 466, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years following separation of the student from Graduate School or continuing Education Program then dispose of providing no litigation is pending or anticipated.

580.06
Personnel Files (Civil Service, Professional Administrator)

Dates:

1970 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.



Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

580.07
Proceedings of the Council on Graduate Studies (Originals)

Dates:

1970 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of proceedings pertinent to the Council on Graduate Studies.



Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

580.08
Test Scores for Entrance Examination

Dates:

1966 -


Volume:
3 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by test/then Alphabetical by name



This record series consists of test scores recorded on information cards for students or other persons who took entrance examinations at EIU's Graduate School Office and requested scores be sent to other universities or agencies.  Test scores are from the following examinations:  Miller's Analogy Test, The Graduate Record Examination, The General Management Aptitude Test and The Test of English as a Foreign Language examination required of international students.  These students did not enter EIU.



This item supersedes State Records Application 84-64, item 467, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office, then dispose of.

COLLEGE OF LIBRARY SERVICES
LIBRARY SERVICES
590.01  
Absence Reports (Originals)

Dates:

1983 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of absence reports completed daily by the Library Services detailing which employees are absent due to sick leave, vacations, and authorized absence.



This item superseded item 518 of Application 84-64 in order to change the record series title from "duplicate" to "original" and to increase the retention period from one (1) year to two (2) years.

Recommendation:
Retain in office for two (2) years, then dispose of.

590.02
Accounting Transactions File

Dates:

1959 -


Volume:
54 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
By fiscal year



This record series consists of all fiscal records maintained by the Library such as requisitions, purchase orders, paid receipts, financial statements from the Business Office, check requests, paid bills, invoice vouchers, and charges for duplication and printing services.



This item supersedes State Records Application 84-64, item 519, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for six (6) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

590.03
Administrative Correspondence and Related Documents

Dates:

1973 -


Volume:
38 Cu. Ft.


Annual Accumulation:
4 1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Library Services and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes items 520, 521, and 539 of Application 84-64 in order to change the description of the record series and to provide for weeding of documents by University Archives staff.


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

590.04
Annual Report for Library Services (Originals)

Dates:

1900 -


Volume:
6 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of the University Library's annual report which covers July 1 - June 30 of each year and details the activity of all library services and staff accomplishments.  The annual report indicates the activities of the library staff, service committees/task forces, the Library Advisory Board, and support groups such as the "Friends of the Library".  The annual report presents a detailed analysis of the Library's budget in terms of book/periodicals purchases, Library collection resources, audio-visual operating expenditures, and the financial overview for the past fiscal year.



The annual report also documents the Library's activity and accomplishments in Productivity or Services to Library Users.  Subject matter contained in this area include library networking, planning processes, growth of the Library Collection, circulation, reference service, circulation statistics by subject filed and gate count.



This item supersedes item 522 of Application 84-64 in order to change the title and description of the record series and to provide for a uniform retention period as permanent.


Recommendation:
Retain permanently.

590.05
Bills for Audio-Visual Projects (Originals)

Dates:

1989 -


Volume:
3 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of original bills generated from Audio-Visuals' compilation or coordination of various projects.



This item supersedes State Records Application 84-64, item 530, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for six (6) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

590.06
Completed EDP Equipment Request Forms

Dates:

1972 - 1995


Volume:
4 1/2 Cu. Ft.


Annual Accumulation:
--


Arrangement:
Chronological by year



These are the Information Systems Unit's copies of completed forms used to request EDP equipment of the Booth Library.



This item supersedes item 543 of Application 84-64 in order to note closure of the record series at 1995.  (No change in the retention period is proposed.)


Recommendation:
Retain in office for six (6) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

590.07
Completed Film/Tape Production Request Forms (Originals)

Dates:

1975 - 1995


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
--


Arrangement:
Chronological by year



This form is used by the A-V Unit to requisition (by specific use, physical forms, and quantitative specifications) the production of films/tapes.



This item supersedes item 532 of Application 84-64 in order to note closure of the record series at 1995.  (No change in the retention period is proposed.)



Recommendation:
Retain in office for six (6) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

590.08
Computer System Data Input and Usage Statistics (Printouts)

Dates:

1989 - 


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of computer printouts listing statistics of quantities and types of computer reports produced for the Library, computer system data input statistics, and Library operational and administrative statistics regarding circulation, subscriptions, administrative costs, and other pertinent matters.



This item supersedes item 541 of Application 84-64 in order to change the retention period from "until administrative value has expired" to "thirty (30) days".


Recommendation:
Retain in office for thirty (30) days, then dispose of.

590.09
Computer System Design Files

Dates:

1968 - 1989


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
--


Arrangement:
Chronological by year, Alphabetical by name of system



This record series includes original flow charts, software/hardware specifications, diagrams, software instructions, operating instructions, computer printouts of test runs, and related correspondence with narrative descriptions of computer systems in their conceptualization and design stages.



This item supersedes item 542 of Application in order to change the retention period from "ten (10) years or until administrative value has expired whichever is most applicable" to "ten (10) years from the date the document is created" and to note closure at 1989.

Recommendation:
Retain in office for ten(10) years from the date the document is created, 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.

590.10
Minutes and Agenda from Library Services Meetings Including Library Advisory Board, Library Faculty, and Library Services

Dates:

1973 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.


Recommendation:

Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

590.11
EDP Vendor Proposals

Dates:

1981 - 1995


Volume:
Negligible


Annual Accumulation:
--


Arrangement:
Alphabetical by name



These are the Information Systems Unit's record copies of EDP vendor proposals.



This item supersedes item 544 of application 84-64 in order to change the retention period from "ten (10) years from the date of proposal" to "ten (10) years following acceptance or rejection" and to note closure at 1995.


Recommendation:
Retain in office for ten (10) years following acceptance/rejection, 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.

590.12
Equipment Maintenance Records (Originals)

Dates:

1968 -


Volume:
3 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series contains original work orders, repair orders, parts invoices, repair services statements, etc. related to the operating maintenance of Audio-Visual Equipment.



This item supersedes State Records Application 84-64, item 534, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for six (6) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

590.13
Faculty Personnel Files

Dates:

1959 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include copies of requests for leaves of absences, correspondence, and evaluations by chair and other staff.  Originals of the record series are permanently maintained by the President's Office per item 100.05 of Application 95-12.



This item partially supersedes item 525 of Application 84-64 in order to change the description of the record series.  (No change in the retention period is proposed.)


Recommendation:
Retain in office for five (5) years following termination of employment, 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.

590.14
Film Rental File (Originals)

Dates:

1978 -


Volume:
12 Cu. Ft.


Annual Accumulation:
2 Cu. Ft.


Arrangement:
Chronological/Alphabetical



This file is internally generated and referenced within the Audio-Visual unit as records of specific films rented, for which departments or faculty members rent and rental terms were arranged.



This item supersedes State Records Application 84-64, item 533, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for six (6) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

590.15E General Correspondence (Computer Disk)

Dates:

1992 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of correspondence covering matters of routine significance and only maintained for informational purposes.



This item supersedes item 523 of Application 84-64 in order to change the media of the record series from hardcopy to computer diskette.  (No change in the retention period of the record series is proposed.)


Recommendation:
Retain in office for three (3) years following date of data entry then reuse and or dispose of computer magnetic diskette providing all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.  (All computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data 
must remain accessible in the successor format for the duration of the approved retention period.)

590.16
"Grad-Student" Work Records (Originals)

Dates:

1972 -


Volume:
3/4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological/Alphabetical



This file series includes the Audio-Visual unit's original internal records pertinent exclusively to the work histories of "Grad-Students" assigned to or employed by the Audio-Visual Unit (on an "Assistantship" or other basis).  Payroll related information is continuously posted with the university's Payroll Office.



This item supersedes State Records Application 84-64, item 535, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following date of separation of "Grad- Student" from enrollment in the university, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

590.17
Integrated Post-Secondary Education Data System (IPEDS)

Dates:

1975 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



The University Library submits statistical information on "library activities" to the National Library Educators (once every 2 years) and to NIU (once per year).  The National Library Educators and NIU compile this information and distribute data throughout the state to all public/private agencies.  NIU maintains "Annual Submission of Statistics to the National Library Educators" for two (2) years per item 700.02 of Application 89-27.



This application item supersedes item 524 of Application 84-64 in order to change the title/description of the record series and to decrease the retention period from permanent to two (2) years.

Recommendation:
Retain in office for two (2) years, then dispose of.

590.18
Minutes of Various Organizations (Duplicates)

Dates:

1973 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.


Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

590.19
Miscellaneous Agreements/Contracts

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of agreements/contracts, formulated by the Library Services Office and designated vendors, which concern the purchase of goods/services.



Originals are maintained by the State Comptroller's Office for five (5) years following completion per item 3 of Application 96-31.



Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

590.20
Monthly Statistical Report

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This report consists of the remaining balances in the book budgets for each department of the University Library.



This item supersedes State Records Application 84-64, item 527, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

590.21
File of Overdue Books Cost and Service Charges (Originals)

Dates:

1981 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This is a running internal accounting record for calculating cost and service charges for overdue books, which file thereby serves partially as a reference for calculating fine rates.



This item supersedes State Records Application 84-64, item 540, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

590.22
Personnel Files (Civil Service, Professional Administrator) 

Dates:

1959 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of employment applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.



This item partially supersedes item 525 of Application 84-64 in order to change the description of the record series.  (No change in the retention period is proposed.)



Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

590.23
Property Control Files

Dates:

1985 -


Volume:
5 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

590.24
Purchasing File

Dates:

1955 - 1993


Volume:
3/4 Cu. Ft.


Annual Accumulation:
--


Arrangement:
Chronological by year, Alphabetical by name



This file contains Audio-Visual's documents of film purchased for faculty distribution.  Original purchasing documents are maintained by the agency's Purchasing Office for five (5) years per item 1000.01 of Application 84-66. 



This item supersedes item 531 of Application 84-66 in order to note closure of the record series at 1993.  (No change in the retention period is proposed.)



Recommendation:
Retain in office for five (5) years, then dispose of.


590.25
Receipts of Fines Paid (Originals)

Dates:

1975 - 1994


Volume:
4 1/2 Cu. Ft.


Annual Accumulation:
--


Arrangement:
Chronological by year



This file contains receipts slips (maintained in card file boxes and drawers) of fines paid as assessed by the Library for overdue or unreturned materials charged out by patrons.



This item supersedes item 537 of Application 84-67 in order to change the description of the record series and to note closure at 1994.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

590.26
Record of Fines Not Paid (Originals)

Dates:

1981 - 1994


Volume:
5 1/2 Cu. Ft.


Annual Accumulation:
--


Arrangement:
Alphabetical by name



This file contains original card files of fines unsettled, outstanding, or cleared because of recent assessment or the timely return of overdue materials eliminating the actual collection of fine monies.  Uncollectible Claims of $100 or Less are maintained by the Comptroller's Office as "more than three (3) years old and where the possibility of collection by all reasonable means is remote and which the Attorney General has authorized the Comptroller to remove from its records..." per item 1 of Application 81-63.



This item supersedes item 538 of Application 84-64 in order to change the description, to note closure at 1994, and to change the retention period from "until fines are cleared or paid" to "thirty (30) days after fines are cleared or paid".


Recommendation:
Retain in office for thirty (30) days after fines are cleared or paid, then dispose of.

590.27
Record of Student Employee Hours Worked (Originals)

Dates:

1977 -


Volume:
2 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which indicate the amount of hours worked by student employees.



This item supersedes item 536 of Application 84-64 in order to change the description of the record series and to decrease the retention period from six (6) years to three (3) years.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

590.28
Retrospective Conversion Project - Statistical Records

Dates:

November 1982 - June 1984


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of statistics maintained by the HECA Grant Department of the University Library which indicate the number of hours each staff member of the HECA Grant Department worked at computer terminals for the purpose of entering the Library's catalog onto a computer database as part of the LCS statewide project for the conversion of library information onto computer databases.  These RCP statistics were used to monitor the weekly activity of the HECA staff in completing the conversion project.  Booth Library completed the RCP in June of 1984 and became on-line with the statewide LCS system at that time.  



This item supersedes State Records Application 84-64, item 526, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain three (3) years in office, then dispose of providing all audits have been completed.

590.29
Statistical Reports (Originals)

Dates:

1977 - 1995


Volume:
Negligible


Annual Accumulation:
--


Arrangement:
Chronological by year



These reports are internally generated and referenced within the Information Systems nit for documenting statistics on computer reports generated and Library usage.  These report data are summarized in annual reports compiled and distributed by the Library (and accessioned by the Library for its own holdings).



This item supersedes item 545 of Application 84-64 in order to change the description of the record series, to note closure at 1995, and to change the retention period from "until data are summarized and entered within annual reports "to two (2) years".


Recommendation:
Retain in office for two (2) years, then dispose of.

590.30
Strategic Academic Plans and Program Reviews/Reports

Dates:

1973 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals are permanently maintained by the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

590.31
Student Employment and Work Study Files

Dates:

1959 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week); Employment Authorization Forms; and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.



This item partially supersedes item 525 of Application 84-64 in order to change the description of the record series and to change the retention from "five (5) years following separation from employment" to "five (5) years following graduation or last date of attendance".


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

590.32
Time Sheets

Dates:

1978 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of time sheets for all civil service employees assigned to the University Library.



This item supersedes State Records Application 84-64, item 528, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain two (2) years then dispose of providing no litigation is pending or anticipated.

590.33
Transaction File (Acquisitions)

Dates:

1979 -


Volume:
5 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
By department within the Library



This record series consists of orders for books, periodicals, or other educational materials routed to the Department of Acquisition Services of the University Library.  Also contained within this record series are monthly budget reports which indicate how much money each department of the university has left to purchase books/periodicals and correspondence by the Acquisitions Department and vendors.



This item supersedes State Records Application 84-64, item 529, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

COLLEGE OF LIBRARY SERVICES

UNIVERSITY ARCHIVES
600.01
Accession Logs (Originals)

Dates:

1989 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of logs which identify various accessions taken by the University Archives.  Data include title of work, description, accession number, and office of origin.



Recommendation:
Retain permanently.

600.02
Administrative Correspondence and Related Documents

Dates:

1989 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the University Archives and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents used for research (i.e., "EIU Facts on File").


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

600.03
Inventory Listing of Holdings (Originals)

Dates:

1985 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of listings pertinent to all works maintained by the University Archives (i.e., regular holdings, manuscript catalogues, "Warbler Index").  Data 
include subject title, inclusive years, location, accession number, and office of origin.



Recommendation:
Retain permanently.

600.04
Photo Identification Sheets and Photo Collection Inventory Listings (Originals)

Dates:

1989 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of documents which list/describe photographs of campus programs and activities.



Contents include a "Photo Identification Sheet" (i.e., number, source of information, date of photo, where taken, occasion, row number) and a "Photo Collection Inventory" (i.e., general/specific type of location, description, date, size, color/black-white, number of copies, source of information, persons involved).



Recommendation:
Retain permanently.

600.05
Policies/Procedures of the University Archives (Originals)

Dates:

1989 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of specific policies/procedures pertinent to office guidelines of the University Archives.


Recommendation:
Retain in office for thirty (30) days after supersession, 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.

COLLEGE OF SCIENCES
DEAN OF SCIENCES
610.01
Academic Plans

Dates:

1982 -


Volume:
1 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Alphabetical by department



The academic plans include a statement of the university's academic goals department programs, faculty listings, total credit hour production, cost per credit hour, etc.  A copy of the plan is sent to each department in the College of Arts and Sciences and to the Vice President for Academic Affairs (the official agency copy).



This item supersedes State Records Application 84-64, item 84, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office, then dispose of.

610.02
Administrative Correspondence and Related Documents

Dates:

1990 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Dean's Office and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 87 of Application 84-64 in order to change the description of the record series.  (No change in the record series retention schedule is proposed.)


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

610.03
Budget Requests

Dates:

1976 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of budget requests from the various departments in the College of Sciences.  Also included are budget summaries and worksheets for allocations, and the related budgets.



This item supersedes State Records Application 84-64, item 85, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

610.04
Enrollment Count Files

Dates:

1978 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports).



This item supersedes item 86 of Application 84-64 in order to change the retention period from three (3) years to five (5) years.

Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

610.05
Faculty Evaluations

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of faculty evaluations which are submitted to the dean by department chairs of the college.



Originals of the record series are maintained by the University's President for sixty-five (65) years per item 100.05 of Application 95-12.



This item supersedes item 89 of Application 84-64 in order to change the description of the record series and to change the retention period from three (3) years to "five (5) years following termination of employment".

Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

610.06
Faculty Summer Rotation Plans


Dates:

1982 -


Volume:
1 Notebook


Annual Accumulation:
1 Notebook (8 1/2 x 11 x 3)


Arrangement:
Chronological



This record series consists of summer faculty assignment charts showing the employee's name and year last assigned to work the summer term.  Statements of policy, approval of the rotation plans and other related correspondence are also included.



This item supersedes State Records Application 84-64, item 90, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain five (5) years in office, then dispose of providing no litigation is pending or anticipated.

610.07
Faculty Workload Schedules

Dates:

1969 -


Volume:
9 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological



This record series consists of five and ten day schedules, tally lists, and enrollment listings.



This item supersedes State Records Application 84-64, item 91, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office, then dispose of providing no litigation is pending or anticipated.

610.08
Grievances File

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of files which summarize employee complaints pertinent to work related issues.  Originals are maintained by the university's Personnel File for sixty-five (65) years per items 1600.20 of Application 84-66.



This item supersedes item 92 of Application 84-64 in order to increase the retention period of the record series from two (2) years to five (5) years following termination of employment.

Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

610.09
Minutes - Meetings of the Committee of College of Sciences and the Council on Teacher Education

Dates:

1962 -


Volume:
3 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of the Minutes of the Council on Teacher Education and Committee of the College of Sciences.



This item supersedes State Records Application 84-64, item 94, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

610.10
Minutes - Monthly Meetings with Department Chairs and Curriculum Committees (Originals)

Dates:

1968 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of the agenda and minutes of proceedings of the Department Chairs and Curriculum Committees.



This item supersedes item 93 of 84-64 in order to change the title and description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

610.11
Personnel Files (Civil Service, Professional Administrator) 

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of employment applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.



Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

610.12
Student Files

Dates:

1977 -


Volume:
30 Cu. Ft.


Annual Accumulation:
5 Cu. Ft.


Arrangement:
Alphabetical by name



The record series consists of documents pertinent to students enrolled in the College of Sciences.  Contents include correspondence, interview records, records of telephone conversations, certification lists, application cards, grade records, graduation checklists, GPA's, copies of transcripts, and evaluations of transfer credits.



This item supersedes item 88 and 95 of Application 84-64 in order to change the description of the record series and to create a uniform retention period of five (5) years following graduation or date of last attendance.

Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

610.13
Waiver Appeals

Dates:

1972 -


Volume:
1/4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



Waivers are completed by students when they want to take one course in place of another course.  This record series consists of the appeals of the Committee of Deans of Waivers which were not approved when first applied for.  The original of this record series is filed in the Registrar's Office.



This item supersedes State Records Application 84-64, item 96, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office and then dispose of.

	610.14  
	
	Advisory Board Meeting Files (College and Student)  
	
	

	
	
	
	
	

	
	
	Dates:
	2007-  
	
	

	
	
	Volume:
	22 Megabytes  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of records of meetings for the College of Sciences Advisory Board and Student College of Sciences Advisory Board.  The College of Sciences Advisory Board consists of alumni, friends and supporters of EIU.  The Student College of Sciences Advisory Board consists of one student from each departmental area.  The file series contents include minutes, agendas and any related supporting documents for the meeting.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for ten (10) years or until expiration of administrative value, whichever is later, then transfer to the University Archives for permanent retention.  
	
	Disposition approved 7/16/14  


COLLEGE OF SCIENCES
BIOLOGICAL SCIENCE

620.01
Administrative Correspondence and Related Documents

Dates:

1990 -


Volume:
3 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Biological Science Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 104 of Application 84-64 in order to change the description of the record series and to provide for weeding of the documents by the University Archives.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

620.02
Faculty Annual Evaluations

Dates:

1976 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Original faculty annual evaluations are maintained permanently by the President's Office per item number 5M of Application 84-65.



This item supersedes State Records Application 84-64, item 105, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following date of separation, then dispose of provided no litigation is pending or anticipated.

620.03
Masters Theses

Dates:

1964 -


Volume:
3 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by author



This record series consists of the department's copies of theses written by masters degree candidates in Biological Science.  The University Library receives and permanently retains a copy of each Masters Thesis submitted to the university.



This item supersedes State Records Application 84-64, item 107, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for ten (10) years after graduation or date of last attendance, then dispose of provided the existence of the original copy in the university Library has been confirmed.

620.04
Personnel Files (Civil Service, Professional Administrator)

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of employment applications, workmens' compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.



Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

620.05
Strategic Academic Plans and Program Reviews/Reports

Dates:

1976 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



This item supersedes item 108 of Application 84-64 in order to change the description of the record series and to decrease the retention period from ten (10) years to five (5) years.


Recommendation:
Retain in office for five (5) years, then dispose of.

620.06
Student Files

Dates:

1955 -


Volume:
22 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Files include grade reports, graduation requirement checklists, entrance exam scores, pre-enrollment worksheets, memos, and correspondence.  Students' permanent records are permanently maintained by the university's Registrar's Office per item 230.16 of Application 92-78.



This item supersedes item 109 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, 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.

620.07
Academic Plans

Dates:

1979 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



The academic plans are an annual statement of the university's academic goals, department programs, faculty listings, total credit hour production, cost per credit hour, etc.  A copy of the academic plans is received by each department from the College of Arts and Sciences, which also sends the official agency copy to the Vice President for Academic Affairs.



This item supersedes State Records Application 84-64, item 267, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years, then dispose of.

620.08
Class Schedules

Dates:

1980 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Numerical by file number



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught by this department.  The class schedule indicates time, location, name of instructor, credits, the descriptive title of the course, and the maximum number of cards (positions) available for registration.  Also included in this record series is the Course and Schedule Changes following Pre-Registration which indicates the need to add more student seating to classes in demand, new courses and sections added to accommodate over-registration and courses and sections canceled due to low demand.



This item supersedes State Records Application 84-64, item 269, in order to change the retention period from "three (3) years, then review files and dispose of records having no administrative value.  Retain remaining records until administrative value has expired" to three (3) years.

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

620.09
Course Syllabi

Dates:

1977 -


Volume:
4 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department.  



This item supersedes item 271 of Application 84-64 in order to change the description of the record series and to decrease the retention period from three (3) years to two (2) years.

Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

620.10
Department Staff Meeting Minutes (Originals)

Dates:

1979 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.


Recommendation:
Retain in office for five (5) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

620.11
Faculty Personnel Files

Dates:

1979 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include copies of requests for leaves of absences, correspondence, and evaluations by chair and other staff.  Originals of the record series are permanently maintained by the President's Office per item 100.05 of Application 95-12.



This item supersedes items 272 and 278 of Application 84-64 in order to combine the descriptions and to provide for a uniform retention period of five (5) years following termination of employment.

Recommendation:
Retain in office for five (5) years following termination of employment, 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.

620.12
Enrollment Count Files

Dates:

1976 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of 1st, 5th and 10th day reports - lists of students enrolled in each class offered by the Department of Biological Science at the beginning (1st, 5th and 10th days) of each semester.



This item supersedes State Records Application 84-64, item 275, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) 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.

620.13
Fiscal Administration Files

Dates:

1970 -


Volume:
9 ½ Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office for six (6) years per various fiscal items of Application 84-66.



This item supersedes items 268 and 274 of Application 84-64 in order to combine the record series into a uniform retention of three (3) years.

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

620.14
Graduate Student Work Records (Originals)

Dates:

1979 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological/Alphabetical



This file series includes this department's original internal records pertinent exclusively to the work histories of graduate students assigned to or employed by the Biological Science Department (on an "Assistantship" or other basis).  Payroll related information is continuously posted with the university's Payroll Office.



This item supersedes State Records Application 84-64, item 276, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

620.15
List of Majors

Dates:

1979 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate students majoring in Biological Science.  Data include name, social security number, class standing ,and GPA.



This item supersedes item 277 of Application 84-64 in order to decrease the retention period of the record series from then (10) years to five (5) years.


Recommendation:
Retain in office for five (5) years, then dispose of.

620.16
Minutes of Various Organizations

Dates:

1979 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.



Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

620.17
Property Control Files

Dates:

1976 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.



This item supersedes item 279 of Application 84-64 in order to change the retention period from "dispose after supersession" to "three (3) years".

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

620.18
Student Employment Files

Dates:

1984 -


Volume:
1 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Alphabetical



This record series consists of documents generated by the Financial Aids Office in administering the Federal Work Study Program and the Student Employment Program which are the two principal programs on campus which permit students to defray tuition expenses by an employment assignment.  This record series consists of work assignment records which declare the names of student workers assigned to this department, the name of their supervisor, and number of hours the student is allowed to work. 



Originals are retained for five (5) years after the date of graduation or last attendance by the Office of Financial Aid per Application 84-67, items 58 and 59.



Also included in this series, but absent from the originals files, is a time sheet used internally to monitor the accumulation of hours by the student employee.



This item supersedes State Records Application 84-64, item 280, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

620.19
Faculty Workload Schedules (Originals)

Dates:

1979 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate workload schedules of department faculty.  Data include department name, date of courses, course credit information, estimated enrollment, 10th day enrollment, and credit unit equivalents.



This item supersedes item 273 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) 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.

	620.20  
	
	Student Evaluations of Faculty (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2005-  
	
	

	
	
	Volume:
	12 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	1.5 Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by semester  
	
	

	
	
	
	
	

	
	
	
This record series consists of forms completed by students evaluating instructors’ performance in several areas and categories.  The forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure or promotion.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years lapsed from the date of the evaluation, then destroy in a secure manner or delete from the system provided all audits have been completed if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 6/19/13  


COLLEGE OF SCIENCES
CHEMISTRY
630.01
Administrative Correspondence and Related Documents

Dates:

1977 -


Volume:
3 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, 




Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Chemistry Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 113 of Application 84-64 in order to change the description of the record series and to alter the wording of the recommendation.  (No change in the record series retention period is proposed.)


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

630.02
Alumni Files

Dates:

1932 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of alumni who have maintained contact with the department.  Files include correspondence, copies of papers published by the alumni, news clippings concerning the alumni, and contribution records to the department.



This item supersedes item 110 of Application 84-64 in order to change the description of the record series and to increase the retention period from "retain at discretion of agency" to six (6) years.

Recommendation:
Retain in office for six (6) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

630.03
Class Schedules

Dates:

1987 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by course



This record series consists of class schedules which are a numerical listing (by course number) of all courses scheduled to be taught by this department during a semester.  The Class Schedule also indicates time, location, name of instructor, credits, the descriptive title of the course, and the maximum number of cards (positions) available for registration.  Also included in this record series is the Course and Schedule Changes Following Pre-Registration which indicates the need to add more student seats to classes which were in demand following pre-registration; new courses and sections added to accommodate over registration, and those courses and sections canceled due to low demand.



This item supersedes item 112 of Application 85-64 in order to change the retention period from "three (3) years, then review files and dispose of records having no administrative value.  Retain remaining records until administrative value has expired" to three (3) years.

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

630.04
10th Day Reports on Enrollment

Dates:

1980 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of 10th day reports - lists of students enrolled in each class offered by the Department of Chemistry on the 10th day of each semester.  Originals are maintained by the Provost for five (5) years.



This item supersedes State Records Application 84-64, item 114, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years, then dispose of.

630.05
Faculty Personnel Files

Dates:

1975 -


Volume:
1.5 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of individual faculty personnel files.  These files contain copies of personnel transactions (promotions, salary increases, requests for leaves of absence), references, copies of awards, letter of recognition and publications, correspondence, and copies of credentials.



This item supersedes State Records Application 84-64, item 115, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office five (5) years after separation of employee, then dispose of providing no litigation is pending or anticipated.

630.06
Fiscal Administration Files

Dates:

1955 -


Volume:
8 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office for six (6) years per various fiscal items of Application 84-66.



This item supersedes items 111 and 116 of Application 84-64 in order to change the description and to combine the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

630.07
Job Applications and Vitae for Position Openings (Dean, Faculty, Administrative Positions) (Originals)

Dates:

1990 -


Volume:
12 Cu. Ft.


Annual Accumulation:
2 Cu. ft.


Arrangement:
Chronological by year, 




Alphabetical by name



This record series consists of documents from individuals seeking position for dean, faculty, and administrators.  Western Illinois University maintains Inactive Applicants Files for three (3) years per item 426 of Application 85-149.


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.

630.08
List of Majors

Dates:

1962 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate students majoring in Chemistry.  Data include name, social security number, class standing, and GPA.



Recommendation:
Retain in office for five (5) years, then dispose of.

630.09
Personnel Files (Civil Service, Professional Administrator) 

Dates:

1975 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of employment applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

630.10
Property Control Records

Dates:

1977 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of a computer printout listing the office laboratory equipment assigned to this department.  This printout is generated annually by the Office of Property Control, which maintains originals and duplicates for three (3) years per Application 84-66, item 11.



Also included in this series is a card file listing the location of equipment and commodities, and another file listing what equipment and commodities are located in each room of the department.



This item supersedes State Records Application 84-64, item 117, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

630.11
Strategic Academic Plans and Program Reviews/Reports

Dates:

1994 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

630.12
Student Files

Dates:

1980 -


Volume:
1.5 Cu. ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of individual files created for each student choosing Chemistry as a major.  Forms/documents included in a typical student file are:  semester grade slips; Graduation Requirement Checklists; transcripts from other universities and/or colleges and any correspondence with/regarding the student.



Original records of the student courses taken, grades received and degree earned are maintained by the university's Registrar's Office permanently per Application 84-67, item 139.



This item supersedes State Records Application 84-64, item 118, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years after date of graduation or last attendance then dispose of providing no litigation is pending or anticipated.

	630.13  
	
	Student Employment and Work Study Files (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1955-  
	
	

	
	
	Volume:
	1 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological/alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.  The file series contents include work assignment records (i.e., name of student, name of supervisor, number of hours worked per week); employment authorization forms; and timesheets.


The agency’s Payroll Office maintains original Employment Authorization forms for six (6) years following separation from employment and (if applicable) the final settlement per item 1700.13 of State Records Application 84-66.  The original Work Study/Student Employment Files are maintained by the University’s Financial Aid Office for five (5) years following graduation or date of last attendance per item 130.2 of State Records Application 92-78.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after graduation or date of last attendance, then destroy in a secure manner provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 4/20/11  

	630.14  
	
	Textbook Lists (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1998-  
	
	

	
	
	Volume:
	½ Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by year/numerical by course number  
	
	

	
	
	
	
	

	
	
	
This record series consists of listings of required textbooks for each course within the department.  Illinois State University maintains this record series for a period of three (3) years per item 150.013 of State Records Application 07-02  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years, then dispose of provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 4/20/11  


COLLEGE OF SCIENCES
COMMUNICATION DISORDERS & SCIENCES
(AND SPEECH LANGUAGE HEARING CLINIC)
640.01
Annual Report

Dates:

1982 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of the annual report outlining the achievements of the department.  Annual Reports are submitted to the American Speech, Language and Hearing Association for accreditation purposes.



This item supersedes State Records Application 84-64, item 257, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain one set of annual reports permanently in office.  Transfer one set of annual reports to the University Archives for permanent retention.  Dispose of all other copies.

640.02
Class Schedules

Dates:

1982 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of class schedules listing all courses taught each semester. Class schedules contain information on the following:  course name and description; section number; time; day(s); room number; name of instructor and credit awarded.



This item supersedes item 259 of Application 84-64 in order to change the retention period from five (5) years to three (3) years.


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.

640.03
Client Files (Originals)

Dates:

1980 -


Volume:
64 Cu. Ft.


Annual Accumulation:
2 1/2 Cu. Ft.


Arrangement:
Alphabetical



This record series consists of files maintained on clients utilizing the services of the Speech and Hearing Clinic.  Included in these files are pre-diagnostic information data, results of diagnostic tests, permission slips to enter the clinics program, client progress reports issued twice a semester and daily lesson plans.  Recommended retention period is based on previous administrative use experience and referral rated.



This item supersedes State Records Application 84-64, item 258, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for ten (10) years then dispose of at discretion of agency providing no litigation is pending or anticipated.

640.04
Clinical Experience Records (Original)

Dates:

1950 -


Volume:
15 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of an account of the total number of clinical hours spent by university students working with people who are speech/hearing impaired.  Included in these files are observation reports and evaluations.



This item supersedes State Records Application 84-64, item 260, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years after graduation or last date of attendance, then dispose of.

640.05
Department Staff Meeting Minutes (Originals)

Dates:

1970 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.


640.06
Fiscal Transaction Files

Dates:

1970 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of copies of purchase orders, requisitions, invoices, voucher and paid bills.  Original fiscal files are maintained in the Business Office per Application 84-66.



This item supersedes State Records Application 84-64, item 262, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

640.07
Lists of Majors

Dates:

1968 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of computer printouts of all students with a major in Speech Pathology/Audiology or Communication Disorders and Sciences.  These computer printouts contain the following student information:  name, social security number, class standing and cumulative grade point average (GPA).



This item supersedes State Records Application 84-64, item 263, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office, then dispose of.

640.08
Minutes of Various Organizations

Dates:

1970 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.



This item supersedes item 264 of Application 84-64 in order to change the retention period from "dispose of upon agency discretion" to "five (5) years".

Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

640.09
Personnel Files (Civil Service, Professional Administrator) 

Dates:

1970 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.



Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

640.10E Screening Records

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of information maintained on electronic media, which verifies a student's permission to be evaluated by the speech and hearing clinic.  Recommended retention period is based on recent administrative use and referral rate.  



This item supersedes State Records Application 84-64, item 265, to change the media from hardcopy payer to electronic format and to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Transfer the information from the hardcopy paper to an electronic format, then dispose of the hardcopy documents.  Retain all information on the electronic format for one (1) year, then dispose of.  (All computer tape/disk maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

640.11
Student Files

Dates:

1963 -


Volume:
10 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by name



Files include grade reports, graduation requirement checklists, and entrance exam scores.  Students' permanent records are permanently maintained by the university's Registrar's Office per item 230.16 of Application 92-78.



This item supersedes item 266 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, 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.

640.12
Faculty Workload Schedules (Originals)

Dates:

1981 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate workload schedules of department faculty.  Data include department name, date of courses, course credit information, estimated enrollment, 10th day enrollment, credit unit equivalents.



This item supersedes item 261 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) 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.
	640.13  
	
	Denied, Withdrawn, and Non-Enrolled Graduate School Applicant Files (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2003-  
	
	

	
	
	Volume:
	10 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	2 Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of the application files of prospective students who applied for admission to the Department’s graduate degree program but did not actually enroll, were denied admittance and/or never attended after admittance.  The files include application forms, personal goals statements, letters of recommendation, copies of transcripts, GRE scores, and related correspondence.  The applicant files of students who are accepted into the program are then moved into the department’s active academic student files.  

 
SIU-Edwardsville maintains this record series for a period of  five (5) years after the date of denial or the date of receipt of the application per item 2100.001 of State Records application 07-09.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain in the office for five (5) years after the date of denial (for denied applications) or the date of receipt of the application (for prospective/no-show students), then destroy of in a 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 as Amended 1/21/09  


	640.14  
	
	Speech and Hearing Clinic Client Files (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2000-  
	
	

	
	
	Volume:
	25 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	2 ½ Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical   
	
	

	
	
	
	
	

	
	
	
This record series consists of files maintained on clients utilizing the services of the Speech and Hearing Clinic.  These files include pre-diagnostic information data, results of diagnostic tests, permission slips to enter the clinic’s program, client progress reports, and daily lesson plans.  The recommended retention period is based on previous administrative use experience and referral rate.


This item supersedes State Records application 96-32, item 640.03 in order to revise record series title and provide for the scanning of the record series per agency request.  (No change in the overall length of the retention period is requested).  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Scan as generated, then dispose of hard copy records in a secure manner.  Retain in the system for ten (10) years, then delete from the system provided all audits have been completed and no litigation is pending.
  
	
	Disposition Approved

10/20/10  

	640.15  
	
	Non- Accepted Graduate School Application Files (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2003-  
	
	

	
	
	Volume:
	10 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	2 Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of graduate school application files which include correspondence, application forms, personal goal statements, letters of recommendation, transcripts, GRE scores, and related supporting documentation.  Applicant files for students who are accepted into the program become part of the student’s ongoing academic file retained by the Department of Communication Disorders and Sciences.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain applicant files of students not accepted into the graduate program for three (3) years after the date of denial, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 6/20/12  

	640.16  
	
	Fiscal Transaction Files (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1970-  
	
	

	
	
	Volume:
	4 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of copies of purchase orders, requisitions, invoice vouchers, paid bills, travel applications, travel vouchers and related supporting documents, and student payroll forms.. Original fiscal files are maintained by the University’s Business Office per State Records Application 11-55.


This item supersedes Sate Records Application 96-32, item 640.06 in order to revise the record series description to include travel vouchers and applications per agency request. (No change in the previously approved recommendation is proposed).  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 6/20/12  


	640.17  
	
	Faculty Workload Schedules (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1981-  
	
	

	
	
	Volume:
	1 ½ Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical by name  
	
	

	
	
	
	
	

	
	
	
This record series consists of documents which indicate workload schedules of department faculty. The data includes the department name, date of courses, course credit information, estimated enrollment, 10th day enrollment, credit unit equivalents. The files also include Faculty Activity Analysis (FAA) forms which indicate how much time a faculty member spends per week  in direct/indirect instruction, research, service activities, etc.


This item supersedes State Records Application 96-32, item 640.12 in order to revise record series description (to include FAA forms) per agency request.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for five (5) years, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 6/20/12  

	640.18  
	
	Client Fee Card Files (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1998-  
	
	

	
	
	Volume:
	1 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by semester/alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of fee cards that indicate services offered and fees charged for individuals who utilize the Speech Language Hearing clinic.  The cards contain a record of the payment amount, method of payment, and the date the payment is received.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for six (6) years, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 6/20/12  


	640.19  
	
	Comprehensive Examinations and Summary Results (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1998-  
	
	

	
	
	Volume:
	1 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by academic year/alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of Comprehensive Examinations and Summary Results that are administered to departmental Master’s Degree candidates. The files include the written exam booklet, grade information, individual rating sheets, and summary sheet ratings from the faculty committee.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	
Retain original exam booklets for one semester after completion of exam, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated. 


Retain individual rating sheets for the oral exam (from faculty committee) for one semester after the date of the oral discussion with the student, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.


Retain the faculty member’s summary rating sheet for five (5) years after the completion of the examination, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved as amended 6/20/12  

	640.20  
	
	Faculty Search Files (Non-Hired) (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2002-  
	
	

	
	
	Volume:
	1 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by academic year/alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of faculty search files retained on searches for departmental faculty members.  The file includes applicant correspondence, vitae, letters of recommendation and other related supporting documents as requested by the search committee.   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for five (5) years, following the date the vacancy is filled, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 6/20/12  


  
COLLEGE OF SCIENCES
ECONOMICS
650.01
Administrative Correspondence and Related Documents

Dates:

1975 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Economics Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, sick leave policies, catalog changes, and supporting correspondence.



This item supersedes item 119 of Application 84-64 in order to change the description of the record series. (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

650.02
Class Schedules

Dates:

1963 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of class schedules listing all classes taught, the time(s) and day(s) taught, room number, name of instructor and credits awarded.



This item supersedes State Records Application 84-64, item 120 in order to change the retention period from five (5) years to three (3) years.

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

650.03
Course Syllabi

Dates:

1985 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department.  



Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

650.04
Department Staff Meeting Minutes (Originals)

Dates:

1984 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

650.05
Enrollment Count Files

Dates:

1987 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports).


Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

650.06
Faculty Personnel Files

Dates:

1979 -


Volume:
3 1/2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Alphabetical by name



Contents include copies of requests for leaves of absences, correspondence with/regarding leaves of absences, affirmative action information, and evaluations by chair and other staff.  Originals of the record series are permanently maintained by the President's Office.



This item supersedes item 123 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following termination or employment, 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.

650.07
Fiscal Transaction Files

Dates:

1983 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
By fiscal year



This record series consists of the fiscal transaction files for the Office of the Department of Economics.  The records include line item expenditures, invoice vouchers, and budgetary information and requests.  Original fiscal records are maintained by the university's Business Office per Application 84-66.



This item supersedes State Records Application 84-64, item 122, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

650.08
Grade Rosters

Dates:

1990 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Numerical by file number



This record series consists of a computer printout generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the student's grade.  Originals are maintained by the Registrar's Office for thirty (30) years per 230.08 of Application 92-78.


Recommendation:
Retain in office for three (3) years, then dispose of.

650.09
Job Applications and Vitae (Not Hired) (Originals)

Dates:

1990 -


Volume:
16 Cu. Ft.


Annual Accumulation:
3 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of documents from individuals seeking faculty positions within the department.  Western Illinois University maintains Inactive Applicants Files for three (3) years per item 426 of Application 85-149.


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.

650.10
List of Majors

Dates:

1987 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate students majoring in Economics.  Data include name, social security number, class standing, and GPA.



Recommendation:
Retain in office for five (5) years, then dispose of.

650.11
Masters Theses

Dates:

1975 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of the department's copies of theses written by Masters Degree candidates in Economics.  The University Library permanently retains original Masters Theses.


Recommendation:
Retain in office for ten (10) years following graduation or date of last attendance, then dispose of.

650.12
Minutes of Various Organizations

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.



Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

650.13
Personnel Files (Civil Service, Professional Administrator) 

Dates:

1979 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

650.14
Property Control Files

Dates:

1995 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

650.15
Strategic Academic Plans and Program Reviews/Reports

Dates:

1989 -


Volume:
6 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

650.16
Student Employment and Work Study Files

Dates:

1990 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of students within the Work Study Program and Student Employment Program.



Contents include work assignment records (i.e., name of student, name of supervisor, number of hours per week); Employment Authorization Forms; and time sheets.  The agency's Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per 1700.13 of Application 84-66.  Original Work Study/Student Employment Files are maintained by the university's Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

650.17
Student Evaluations of Faculty (Originals)

Dates:

1990 -


Volume:
3 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of forms completed by students evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.


Recommendation:
Retain in office for five (5) 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.

650.18
Student Files

Dates:

1963 -


Volume:
8 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by name



Files include grade reports, graduation requirement checklists, entrance exam scores, pre-enrollment worksheets, memos, and correspondence.  Students' permanent records are permanently maintained by the university's Registrar's Office per item 230.16 of Application 92-78.



This item supersedes item 124 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, 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.

650.19
Faculty Workload Schedules (Originals)

Dates:

1975 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate workload schedules of department faculty.  Data include department name, date of courses, course credit information, estimated enrollment, 10th day enrollment, credit unit equivalents, and faculty activity analysis information.



This item supersedes item 121 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) 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.

COLLEGE OF SCIENCES
GEOLOGY/GEOGRAPHY
660.01
Academic Course Proposals (Approved)

Dates:

1979 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which explain new courses offered through the Geography/Geology Program.  Data include type of credit, content of course, type of teaching method, and name of teacher.  Originals are permanently maintained by the Vice President's Office of Academic Affairs per item 3 of Application 84-64.  Other departments of the university maintain the record series for three (3) years after supersession.



This item supersedes item 161 of Application 84-64 in order to change the description of the record series and to decrease the retention period from five (5) years to three (3) years.

Recommendation:
Retain in office for three (3) years, then dispose of providing course proposals have been superseded.

660.02
Administrative Correspondence and Related Documents

Dates:

1974 -


Volume:
5 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Geography/Geology Programs and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.


This item supersedes item 153 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

660.03
Budget and Fiscal Files

Dates:

1975 -


Volume:
2.5 Cu. Ft.


Annual Accumulation:
Negligible 


Arrangement:
Chronological



This record series consists of the budget and fiscal records of this department, including monthly expenditure reports, ledgers, purchase orders, invoice vouchers, copies of annual budgets (both proposed and granted), budget preparation workpapers, and any related correspondence.



This item supersedes State Records Application 84-64, item 151, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

660.04
Class Schedules

Dates:

1984 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Numerical by file number



This record series consists of class schedules which are numerical listings (by course number) of all curses scheduled to be taught by this department.  The class schedule indicates time, location, name of instructor, credits, the descriptive title of the course, and maximum number of cards (positions) available for registration.  Also included in this series is the Course and Schedule Changes Following Pre-Registration which indicates the need to add more student seats to classes in demand, new courses and sections added to accommodate over-registration and courses and sections canceled due to low demand.



This item supersedes item 152 of Application 84-64 in order to change the retention period from "three (3) years, then review files and dispose of records having no administrative value.  Retain remaining records until administrative value has expired" to "three (3) years".

Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the 
Auditor General, if necessary, and no litigation is pending or anticipated.

660.05
Department Minutes (Original)

Dates:

1979 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of the minutes of department faculty meetings and meetings of this Departments' Curriculum Committee, which discusses proposed changes in course formats, credits, or establishing new courses.



This item supersedes State Records Application 84-64, item 160, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

660.06
Department Goals

Dates:

1983 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
By year



This record series consists of an outline of the yearly goals of the department as laid out by the department chair.  Copies of department goals are submitted to the Dean of the College of Arts and Sciences and the official agency copy is maintained by the Vice-President of Academic Affairs.



This item supersedes State Records Application 84-64, item 156, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years, then dispose of.

660.07
Employee Application Files

Dates:

1975 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of employee application files containing completed applications for employment, resumes, letters of reference and letters of application.



This item supersedes State Records Application 84-64, item 150, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of providing no litigation is pending or anticipated.

660.08
Grade Appeals File (Originals)

Dates:

1982 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of the files of students appealing grades received in the department.  Files include a letter from the student requesting a grade appeal; supporting documents; faculty members' notes and letters stating the decision of the "Personnel Committee that hears the appeal.



This item supersedes item 157 of Application 84-64 in order to increase the retention period from "one (1) year after student leaves the university" to "five (5) years following date of graduation or last date of attendance".

Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, 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.

660.09
Grade Rosters

Dates:

1990 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of a computer printout generated each semester by the Registrar's Office which lists the courses taught by each instructor, the students enrolled in each course, and the student's grade.  Originals are maintained by the Registrar's Office for thirty (30) years per 230.08 of Application 92-78.



This item supersedes item 158 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of.

660.10
List of Majors

Dates:

1979 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which indicate students majoring in Geography/Geology.  Data include name, social security number, class standing, and GPA.



This item supersedes item 159 of application 84-64 in order to decrease the retention period from ten (10) years to five (5) years.


Recommendation:
Retain in office for five (5) years, then dispose of.

660.11
Minutes of Various Organizations

Dates:

1974 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.



Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

660.12
Personnel Files (Civil Service)

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of personnel files for each civil service employee of this department.  This file contains time sheets of hours worked.  



The original file containing all official employment documents are maintained by the Office of Personnel and Employee Relations for sixty-five (65) years per Application 84-66, item 158.



This item supersedes State Records Application 84-64, item 162, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following the date of separation of employment, 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.

660.13
Personnel Files (Faculty)

Dates:

1979 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of personnel files for the faculty of the Department of Geography and Geology.  Included are copies of annual evaluations, newspaper articles on major accomplishments, correspondence and internal memos.



This item supersedes State Records Application 84-64, item 163, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in the office for five (5) years following the date of separation of employment, 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.

660.14
Strategic Academic Plans and Program Reviews/Reports

Dates:

1974 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews and reports, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

660.15
Waiver Appeals

Dates:

1983 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Waivers are completed by students when they want to take one course in place of another course.  This record series consists of the appeals of students regarding courses taught by the Geology/Geography Departments.  Originals of the record series are maintained for ten (10) years following disposition of review by the Registrar's Office per item 230.21 of Application 92-78.



This item supersedes item 164 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years, then dispose of.

660.16
Faculty Workload Schedules (Originals)

Dates:

1981 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate workload schedules of department faculty.  Data include department name, date of courses, course credit information, estimated enrollment, 10th day enrollment, and credit unit equivalents.



This item supersedes items 154 and 155 of Application 84-64 in order to combine the record series into a single uniform description.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) 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.

COLLEGE OF SCIENCES
MATHEMATICS & CONSUMER SCIENCE
670.01
Administrative Correspondence and Related Documents

Dates:

1970 -


Volume:
4 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Math Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 189 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

670.02
Department Staff Meeting Minutes (Originals)

Dates:

1970 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

670.03
Fiscal Administration Files

Dates:

1967 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office for six (6) years per various fiscal items of Application 84-66.



This item superseded items 188 and 190 of Application 84-64 in order to combine the record series and to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

670.04
Minutes of Various Organizations

Dates:

1970 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consist of copies of minutes of proceedings pertinent to various organizations (i.e., Council or Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organizations.



Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

670.05
Personnel Files - Civil Service

Dates:

1967 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of the personnel files for civil service employees for the Office of the Department of Mathematics.  The records include resumes, sick leave requests, and correspondence.  Original personnel files for civil service employees are maintained by the Office of Personnel and Employee Relations per item 158 of Application 84-66.



This item supersedes State Records Application 84-64, item 192, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in the office for five (5) years following the date of separation of employment, 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.

670.06
Personnel Files of Faculty

Dates:

1958 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of the personnel files for faculty (full time/temporary) for the office of the Department of Mathematics.  The records include yearly evaluations, vitae, correspondence, and letters of commendation.  Original personnel files are maintained by the President's Office per item 5M of Application 84-64.



This item supersedes State Records Application 84-64, item 193, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain five (5) years in office following separation of employee, 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.

670.07
Faculty Recruitment Files (Originals)

Dates:

1991 -


Volume:
15 Cu. Ft.


Annual Accumulation:
2 1/4 Cu. Ft.


Arrangement:
By subject



This record series consists of the faculty recruitment files for the office of the Department of Mathematics.  The files contain information on persons seeking open faculty positions under the department.  The records include applications, transcripts, resumes, letters of reference, copies of research materials and publications.



This item supersedes State Records Application 84-64, item 194, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of providing no litigation is pending or anticipated.

670.08
Strategic Academic Plans and Program Reviews/Reports

Dates:

1993 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews and reports, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

670.09
Student Evaluations of Faculty (Originals)

Dates:

1982 -


Volume:
1 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of forms completed by students for evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.



This item supersedes item 191 of Application 84-64 in order to change the description of the record series and to increase the retention period from three (3) years to five (5) years.

Recommendation:
Retain in office for five (5) 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.

670.10
Student Files

Dates:

1980 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Files include grade reports, graduation requirement checklists, entrance exam scores, pre-enrollment worksheets, memos, and correspondence.  Students' permanent records are permanently maintained by the university's Registrar's Office per item 230.16 of Application 92-78.



This item supersedes item 195 of application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, 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.

670.11
Faculty Workload Schedules (Originals)

Dates:

1981 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate workload schedules of department faculty.  Data include department name, date of courses, course credit information, estimated enrollment, 10th day enrollment, and credit unit equivalents.


Recommendation:
Retain in office for five (5) 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.

COLLEGE OF SCIENCES
PHYSICS DEPARTMENT
680.01
Administrative Correspondence and Related Documents

Dates:

1970 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Physics Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 205 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

680.02
Budget Files


Dates:

1963 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
By fiscal year



This record series contains the department's copy of the operating budget.  The budget will indicate the monies available for contractual services (repairs), commodities (office supplies and equipment), telecommunications, and various expenses.  Also included within this record series are budget proposals, requests and working papers.  Original copies of the university's internal budget are maintained by the Budget Office per item 122 of Application 84-66.



This item supersedes State Records Application 84-64, item 203, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

680.03
Class Schedules

Dates:

1967 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by semester



This record series consists of class schedules listing all classes taught by the Physics Department, the time(s) and day(s) taught, room number, name of instructor and credits awarded.



This item supersedes State Records Application 84-64, item 204, to provide for the incorporation of the file series into this revised records disposition application and to decrease the retention period from five (5) years to three (3) years.



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.

680.04
Faculty Annual Evaluations

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Original faculty annual evaluations are maintained permanently by the President's Office per item 5M of Application 84-65.



This item supersedes State Records Application 84-64, item 206, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following date of separation of employment, then dispose of provided no litigation is pending or anticipated.

680.05
Faculty Workloads

Dates:

1983 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
By Academic year



These forms, officially known as "Assignments of Duties for Academic Year", contain information which enable the courses each instructor has agreed to teach to be evaluated in such manner as to evenly distribute the teaching workload for the department among the entire faculty.



This item supersedes State Records Application 84-64, item 207, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years, then dispose of provided no litigation is pending or anticipated.

680.06
Fiscal Files

Dates:

1965 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
By fiscal year



This record series consists of copies of vouchers, voucher schedules, requisitions, purchase orders and supply catalogs relating to the fiscal operation of the Physics Department.  Original fiscal records are maintained by the university's Business Office per Application 84-66.



This item supersedes State Records Application 84-64, item 208, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

680.07
Personnel Files

Dates:

1964 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
By active and inactive, then Alphabetical



This record series consists of personnel files for the faculty and civil service employees of the Physics Department.  Included are copies of resumes, sabbatical leave requests, and correspondence.  Original personnel files for faculty are maintained permanently by the President's Office per item 5M of Application 84-65, and original personnel files for civil service employees are maintained for sixty-five (65) years by the Office of Personnel and Employee Relations per item 158 of Application 84-66.



This item supersedes State Records Application 84-64, item 209, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in the office for five (5) years following the date of separation of employment 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.

680.08
Students' Evaluations of Faculty (Originals)

Dates:

1980 -


Volume:
1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by semester



This record series consists of forms completed by students for evaluating instructors' performance in several areas and categories.  These forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure or promotion.



This item supersedes State Records Application 84-64, item 210, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years, then dispose of provided no litigation is pending or anticipated.

680.09
Student Files

Dates:

1950 -


Volume:
3 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by student's name



This record series consists of individual files created for each student who chooses a major in Physics.  Forms/documents found in a typical student file are graduation requirement checklists, graduation plans, course waivers, transcripts from other universities and/or colleges; and correspondence on, with and regarding Physics majors.  Originals records of students' courses taken, grades received and degree earned are maintained by the university's Registrar's Office on a permanent basis per item 140 of Application 84-67.



This item supersedes State Records Application 84-64, item 211, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years after graduation or last date of attendance, 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.

COLLEGE OF SCIENCES
POLITICAL SCIENCE
690.01
Administrative Correspondence and Related Documents

Dates:

1987 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Political Science Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 213 of Application 84-64 in order to change the description and to provide for weeding of the documents by the University Archives.

Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

690.02
Budget and Fiscal Files

Dates:

1976 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of the budget and fiscal records of this department including monthly expenditure reports, ledgers, purchase orders, invoice vouchers, copies of budgets (proposed and granted) and budget workpapers, and related correspondence.



The originals of these documents are retained by the Business Office per Application 84-66.



This item supersedes State Records Application 84-64, item 212, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

690.03
Course Syllabi

Dates:

1984 -


Volume:
3 Cu. Ft.


Annual Accumulation:
½  Cu. Ft.


Arrangement:
course number/instructor



This record series consists of course syllabi for all classes offered by the Department of Political Science.



This item supersedes State Records Application 84-64, item 216, to provide for the incorporation of the file series into this revised records disposition application and to decrease the retention period from three (3) years following revision to two (2) years.



Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

690.04
Department Staff Meeting Minutes (Originals)

Dates:

1987 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

690.05
Faculty Evaluations Files

Dates:

1978 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of faculty evaluations by the Department Chair (as well as self evaluations).  Originals are maintained permanently by the President's Office.



This item supersedes item 214 of Application 84-64 in order to change the description of the record series and to increase the retention period from three (3) years to five (5) years following termination.

Recommendation:
Retain in office for five (5) years following termination of employment, 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.

690.06
Faculty Personnel Files

Dates:

1978 -


Volume:
6 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include copies of requests for leaves of absences, correspondence, and evaluations by chair and other staff.  Originals of the record series are permanently maintained by the President's Office per item 100.05 of Application 95-12.


Recommendation:
Retain in office for five (5) years following termination or employment, 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.

690.07
Faculty Workload Files (Originals)

Dates:

1980 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of an individual file for each faculty member which contains the "Assignment of Duties for Academic Year" form, more commonly referred to as the "Faculty Workload".  The department's chairman, dean and faculty must co-initial the tentative assignment of duties and any revisions.  The form contains information which enables the courses the instructor has agreed to teach to be evaluated in such a manner as to evenly distribute the teaching workload for the department among the entire faculty.



This item supersedes State Records Application 84-64, item 215, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in the office for five (5) years and dispose of providing no litigation is pending or anticipated.

690.08
Minutes of Various Organizations

Dates:

1981 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.


Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

690.09
Personnel Files (Civil Service, Professional Administrator) 

Dates:

1988 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

690.10
Strategic Academic Plans and Program Reviews/Reports

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews and reports, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Executive Office of the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

690.11
Student Evaluations of Faculty (Originals)

Dates:

1989 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of forms completed by students for evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.



This application item supersedes item 214 of Application 84-64 in order to change the description and to increase the retention period from three (3) years to five (5) years.

Recommendation:
Retain in office for five (5) 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.

690.12
Student Employment Files

Dates:

1991 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of documents generated by the Financial Aids Office in administering the Federal Work Study Program and the Student Employment Program which are the two principal programs on campus which permit students to defray tuition expenses by an employment assignment.  This record series consists of work assignment records which declare the names of student workers assigned to this office, the name of their supervisor and number of hours the student is allowed to work.



Originals documents are retained for five (5) years after the date of graduation or last attendance by the Office of Financial Aids per Application 84-67, items 58 and 59.



Also included in this series, but absent from the original files, is a time sheet used internally to monitor the accumulation of hours by the student employee.



This item supersedes State Records Application 84-64, item 217, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

690.13
Student Files

Dates:

1978 -


Volume:
9 Cu. Ft.


Annual Accumulation:
Negligible 


Arrangement:
Alphabetical



This record series consists of individual files created for each student who chooses a major in Political Science.  Forms/documents  found in a typical student file are grade slips, transcripts from other schools; ACT and SAT scores, graduation checklist; transfer slips (from other departments within this university) and any correspondence with/regarding the student.



Original records of students' courses taken, grades received, and degree earned are maintained by the University's Registrar's Office on a permanent basis per Application 84-67 item 139.



This item supersedes State Records Application 84-64, item 218, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years after graduation or date of last attendance, then dispose of providing no litigation is pending or anticipated.

	  
	
	Tenure-Track and Non-Tenure Track Position Search Documents (Non-Hires)  
	
	

	
	
	
	
	

	
	
	Dates:
	1999-  
	
	

	
	
	Volume:
	2 Cu. Ft.   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	Alphabetical   
	
	

	
	
	
	
	

	
	
	
This record series consists of applicant files, letters of application, curriculum vitae, transcripts and letters of recommendations, departmental correspondence with the applicants.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years from the date of receipt, 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 8/20/03  

	690.15  
	
	Student Employment Files (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1995-  
	
	

	
	
	Volume:
	2 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by fiscal year  
	
	

	
	
	
	
	

	
	
	
This record series consists of departmental copies of student employment files maintained on student workers and graduate students including I-9 forms, state employment applications, payroll student time rosters, and daily timesheets.  Original “Student Employment Files” are maintained by the University’s Financial Aid Office for five (5) years following graduation or the date of last attendance per item 130.27 of State Records Application 92-78.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years following graduation or the date of last attendance, then destroy in a secure manner provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition Approved 4/20/11  


	690.16  
	
	Grade Books (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1974-  
	
	

	
	
	Volume:
	2 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of original grade books used by departmental professors/instructors to record student grades. A student’s final course grade is retained permanently within the “Student Permanent Record Files” per item 230.16 of State Records Application 92-78.  The University of Illinois maintains original “Instructor Course Grade Books” for two (2) years from the end of the academic term per item 4 of State Records Application 09-43.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for two (2) years from the end of the academic term, then destroy in a secure manner providing all audits have been completed and no litigation is pending or anticipated.  
	
	Disposition Approved 4/20/11  


COLLEGE OF SCIENCES
PSYCHOLOGY
700.01
Administrative Correspondence and Related Documents

Dates:

1962 -


Volume:
3 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Psychology Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes item 228 of Application 84-64 in order to change the description of the record series.  (No change in the record series retention period is proposed.)


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

700.02
Class Schedules

Dates:

1976 -


Volume:
2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of class schedules with are a numerical listing (by course number) of all courses taught by this department.  The class schedule indicates time, location, name of instructor, credits, the descriptive title of the course and maximum number of card (positions) available for registration.



This item supersedes item 227 of Application 84-64 in order to change the retention period from "three (3) years, then review files and dispose of records having no administrative value.  Retain remaining records until administrative value has expired" to "three (3) years".


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

700.03
Course Syllabi

Dates:

1985 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department.  



This item supersedes item 229 of Application 84-64 in order to change the description of the record series and to decrease the retention period from three (3) years following revision to two (2) years.



Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

700.04
Department Staff Meeting Minutes (Originals)

Dates:

1962 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.



Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

700.05
Faculty Personnel Files

Dates:

1968 -


Volume:
6 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include copies of requests for leaves of absences, correspondence with/regarding leaves of absences, and evaluations by chair and other staff.  Originals of the record series are permanently maintained by the President's Office per item 100.03 of Application 95-12.



This item supersedes item 230 of Application 84-64 in order to change the description by separating "faculty evaluations by students" into a new record series description.

Recommendation:
Retain in office for five (5) years following termination or employment, 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.

700.06
Faculty Workloads (Originals)

Dates:

1976 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of an individual file for each faculty member which contains the "Assignment of Duties for Academic Year" form, more commonly known as the "Faculty Workloads".  The faculty member, department chairman, and college dean must co-initial the tentative assignment of duties and any revisions.  The form contains information which enables the courses the instructor has agreed to teach to be evaluated in such a manner as to evenly distribute the teaching workload for the department among the entire faculty.



This item supersedes State Records Application 84-64, item 231, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years and dispose of providing no litigation is pending or anticipated.

700.07
Fiscal Administration Files

Dates:

1966 -


Volume:
5 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



Contents include monthly expenditure reports, ledgers, printouts, purchase orders, requisitions, bills, invoices, budget work papers, and vouchers/bills.



Originals are maintained by the university's Accounting Office for six (6) years per various fiscal items of Application 84-66.



This item supersedes items 226 and 232 of Application 84-64 in order to change the description and to combine the record series.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

700.08
Grade Rosters

Dates:

1976 -


Volume:
1 ½  Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of a computer printout generated each semester by the Registrar's Office which list the courses taught by each instructor, the students enrolled in each course, and the students' grade for that course. 



The original printouts are maintained for ten (10) years by the Registrar's Office per Application 84-67, item 129.



This item supersedes State Records Application 84-64, item 233, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain office for three (3) years then dispose of providing no litigation is pending or anticipated.

700.09
Minutes of Various Organizations

Dates:

1990 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.


Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

700.10
Personnel Files (Civil Service, Professional Administrator) 

Dates:

1968 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of files which summarize the work histories of civil service employees and professional administrators.



Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office.


Recommendation:
Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.

700.11
Property Control Files

Dates:

1966 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.



This item supersedes item 234 of Application 84-64 in order to change the retention period of the record series from "until superseded by a new report" to "three (3) years".


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

700.12
Resumes and Applications for Faculty Positions (Originals)

Dates:

1983 -


Volume:
1.5 Cu. Ft.


Annual Accumulation:
.5 Cu. Ft.


Arrangement:
Position opening/alphabetical



This record series consists of applications, resumes, professional profiles, transcripts and recommendations received by the Department of Psychology for faculty positions. Also included in this series are notes of resulting interviews.



This item supersedes State Records Application 84-64, item 235, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain three (3) years in office, then dispose of providing no litigation is pending or anticipated.

700.13
Strategic Academic Plans and Program Reviews/Reports

Dates:

1970 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by topic



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews and reports, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

700.14
Student Evaluations of Faculty (Originals)

Dates:

1990 -


Volume:
2 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of forms completed by students evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.



This item supersedes item 230 of Application 84-64 in order to increase the retention period of the record series from three (3) years to five (5) years.

Recommendation:
Retain in office for five (5) 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.

700.15
Student Files

Dates:

1976 -


Volume:
9 Cu. Ft.


Annual Accumulation:
1 Cu. Ft.


Arrangement:
By advisor/alphabetical



This record series consists of individual files created for each student pursuing a major in psychology.  Forms/documents found in a typical student file are grade reports; graduation requirements checklists; class schedules; and copies of any correspondence with/regarding the student.



This item supersedes State Records Application 84-64, item 236, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office five (5) years after graduation or date of last attendance, then dispose of providing no litigation is pending or anticipated.

700.16
Theses Papers

Dates:

1976 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by author



This record series consists of the department's copies of theses written for degrees in Psychology.  The University Library receives and permanently maintains a copy of each thesis submitted to the university.



This item supersedes State Records Application 84-64, item 237, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office ten (10) years after graduation or date of last attendance, then dispose of provided the existence of the original copy of the University Library has been confirmed.

  
	700.17  
	
	Denied, Withdrawn, and Non-Enrolled Graduate School Applicant Files (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2005-  
	
	

	
	
	Volume:
	5 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological/Alphabetical by student  
	
	

	
	
	
	
	

	
	
	
This record series consists of the application files of prospective students who applied for admission to the Department’s graduate degree programs but did not actually enroll, were denied admittance and/or never attended after admittance.  The files contain the original application, supporting documents (e.g. copies of transcripts) and related correspondence.  The applications for students who are accepted into the program are then moved into the Department’s “Student Files” which are maintained for five years after the student’s graduation or date of last attendance.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after the date of denial (for denied applications) or the date of receipt of the application (for prospective/no-show students), then destroy in a secure manner providing all audits have been completed and no litigation is pending or anticipated.
  
	
	Disposition Approved 7/21/10  


	700.18  
	
	Learning Disability Evaluation Records  
	
	

	
	
	
	
	

	
	
	Dates:
	1981-  
	
	

	
	
	Volume:
	1 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological/alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of evaluation records of university students and members of the community who are assessed for learning disabilities by the School Psychology graduate students under the supervision of the faculty.  These evaluation reports show pertinent background information, the various assessment tools used, and test results.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for ten years after the date of last date of service delivery for adults or until three (3) years after a minor reaches the age of majority, whichever is later, then destroy in a secure manner provided all audits have been completed as necessary and no litigation is pending or anticipated.  
	
	Disposition Approved as Amended

1/19/11  


COLLEGE OF SCIENCES
SOCIOLOGY/ANTHROPOLOGY
710.01
Administrative Correspondence and Related Documents

Dates:

1971 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, 




Alphabetical by topic



This record series consists of incoming and outgoing correspondence exchanged by the Sociology/Anthropology Department and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.



This item supersedes State Records Application 84-64, item 241, to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

710.02
Applicants for Faculty Positions (Not Employed)

Dates:

1982 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This item supersedes State Records Application 84-64, item 238, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of providing no litigation is pending or anticipated.

710.03
Budget and Fiscal Administration Files

Dates:

1968 - 


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of monthly budget expenditure reports, budget preparation workpapers, requisitions, paid bills, invoices and student workers time sheets.  Original budget and fiscal records are maintained in the Business Office per Application 84-66.



This item supersedes State Records Application 84-64, item 239, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

710.04
Civil Service Personnel Files

Dates:

1973 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of the duplicate civil service personnel files of the Sociology and Anthropology Department.  Included in these files are resumes, personal data information sheets, evaluations and correspondence related to each individual employee.  Original Civil Service Personnel Files are maintained in the Office of Personnel and Employee Relations for sixty-five (65) years per Application 84-66, item 158.



This item supersedes State Records Application 84-64, item 240, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years after termination of employment, then dispose of providing no litigation is pending or anticipated.

710.05
Course Proposals

Dates:

1961 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological



This record series consists of proposals to change the curriculum (i.e., add new courses, revise existing courses) within the Department of Sociology and Anthropology.  Course proposals are submitted to the Provost's Office where they are retained for five (5) years then transferred to the University Archives for permanent retention.



This item supersedes State Records Application 84-64, item 242, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for three (3) years, then dispose of providing course proposal has been revised or superseded by new version.

710.06
Course Syllabi

Dates:

1985 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Numerical by file number



This record series consists of course syllabi for all classes offered by the department.  


Recommendation:
Retain in office for two (2) years or until expiration of administrative value, whichever is longer, then dispose of.

710.07
Department Staff Meeting Minutes (Originals)

Dates:

1977 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of minutes of proceedings pertinent to department staff meetings.



This item supersedes item 247 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for ten (10) years or until expiration of administrative value, whichever is longer, then transfer to the University Archives for permanent retention.

710.08
Enrollment Count Files

Dates:

1975 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Numerical by file number



This record series consists of lists of students enrolled in each class offered by the department (i.e., 1st, 5th, and 10th day reports).



Recommendation:
Retain in office for five (5) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

710.09
Faculty Personnel Files

Dates:

1960 -


Volume:
1 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



Contents include copies of requests for leaves of absences, correspondence with/regarding leaves of absences, and evaluations by chair and other staff, copies of employment contracts, and resumes.  Originals of the record series are permanently maintained by the President's Office per item 100.05 of Application 95-12.



This item supersedes item 243 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following termination or employment, 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.

710.11
Graduate Student Files

Dates:

1963 - 1988


Volume:
3 Cu. Ft.


Annual Accumulation:
--


Arrangement:
Alphabetical by name



Contents include grade reports, graduation checklists, copies of transcripts, and graduate school applications.  Copies of Graduate School Files are maintained by the Graduate School for five (5) years.  Student permanent records are permanently maintained by the university's Registrar's Office per item 230.16 of Application 92-78.



This item supersedes item 246 of Application 84-64 in order to change the description and to note closure of the record series in 1988.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, 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.

710.12
List of Majors

Dates:

1985 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which indicate students majoring in Anthropology/Sociology. Data include name, social security number, class standing, and GPA.



Recommendation:
Retain in office for five (5) years, then dispose of.

710.13
Minutes of Various Organizations

Dates:

1977 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of copies of minutes of proceedings pertinent to various organizations (i.e., Council on Academic Affairs, Council on Graduate Studies, Faculty Senate, Council on Teacher Education).  Originals are maintained permanently with the respective organization.



This item supersedes State Records Application 84-64, item 247, in order to change the description of the record series and to change the retention period from "dispose of at discretion of agency" to "three (3) years".


Recommendation:
Retain in office for five (5) years or until administrative value has expired, whichever is longer, then dispose of.

710.14
Property Control Files

Dates:

1985 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of listings of any equipment/furniture assigned to the offices/classrooms of the department.  Originals are maintained for three (3) years by the university's Office of Property Control per item 900.02 of Application 84-66.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

710.15
Strategic Academic Plans and Program Reviews/Reports

Dates:

1993 -


Volume:
5 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



This record series consists of documents which summarize the departments present and future academic programs.  Data include goals of the department, articulated plans, program reviews and reports, and various performance indicators of academic strengths/weaknesses.  Originals of the record series are permanently maintained by the Vice President for Academic Affairs.  Other departments of the university maintain the record series for five (5) years.



Recommendation:
Retain in office for five (5) years, then dispose of.

710.16
Student Employment Files

Dates:

1978 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Alphabetical



This record series consists of duplicate student employment files.  Included in these files are student employment/assignment authorization forms.  Original student employment files are maintained in the Financial Aids Office for five (5) years per Application 84-67 item 59.



This item supersedes State Records Application 84-64, item 248, to provide for the incorporation of the file series into this revised records disposition application.  (No change in the previously approved disposition is proposed.)


Recommendation:
Retain in office for five (5) years following graduation or last date of attendance, then dispose of providing no litigation is pending or anticipated.

710.17
Student Evaluations of Faculty (Originals)

Dates:

1992 -


Volume:
10 Cu. Ft.


Annual Accumulation:
2 1/2 Cu. Ft.


Arrangement:
Chronological by year



This record series consists of forms completed by students evaluating instructors' performance in several areas and categories.  Forms are reviewed each semester by the corresponding instructors and summarized by the department chair for those instructors who are eligible for retention, tenure, or promotion.


Recommendation:
Retain in office for five (5) 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.

710.18
Student Files

Dates:

1963 -


Volume:
9 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Chronological by year, Alphabetical by name



Files include grade reports, graduation requirement checklists, entrance exam scores, pre-enrollment worksheets, memos, and correspondence.  Students' permanent records are permanently maintained by the university's Registrar's Office per item 230.16 of Application 92-78.



This item supersedes items 245, 249 and 250 of Application 84-64 in order to change the description of the record series and to provide for a uniform retention period.

Recommendation:
Retain in office for five (5) years following graduation or date of last attendance, 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.

710.19
Teacher Certification Files

Dates:

1978 - 1989


Volume:
Negligible


Annual Accumulation:
--


Arrangement:
Chronological by year



This record series consists of lists of names of students to be admitted to Teacher Education.  Teacher Certification lists are maintained by the College of Education for ten (10) years following graduation.  The State Board of Education permanently maintains original "Teacher Certification Files" per item 1 of Application 60-3M.  



This item supersedes item 25 of Application 84-64 in order to change the description, to note closure of the record series in 1989, and to increase the retention period from three (3) years after graduation to five (5) years after graduation.


Recommendation:
Retain in office for five (5) years following graduation, 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.

710.20
Faculty Workload Schedules (Originals)

Dates:

1981 -


Volume:
1 1/2 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series consists of documents which indicate workload schedules of department faculty.  Data include department name, date of courses, course credit information, estimated enrollment, 10th day enrollment, and credit unit equivalents.



This item supersedes item 244 of Application 84-64 in order to change the description of the record series.  (No change in the previously approved disposition is proposed.)



Recommendation:
Retain in office for five (5) 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.

	710.21  
	
	Grade Books (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1962-  
	
	

	
	
	Volume:
	3 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by year/alphabetical by faculty  
	
	

	
	
	
	
	

	
	
	
This record series consists of faculty grade books maintained by the Department of Sociology/Anthropology.  These grade books are primarily maintained by the department to meet contractual checklist obligations for faculty who leave the department/university.  Faculty members currently record grades electronically and forward them to the Office of the Registrar.    


             Original grade rosters are maintained by the University’s Registrar’s Office for a period of thirty (30) years.  In addition, “Student Permanent Record Files” (which include all recorded grades) are maintained permanently per item 840.04 of State Records Application 96-32.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for five (5) years after the date of generation, then destroy in a secure manner or delete from the system providing all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 12/18/13  


COLLEGE OF SCIENCES

NURSING PROGRAM
	720.01  
	
	Nursing Program Course Syllabi  
	
	

	
	
	
	
	

	
	
	Dates:
	2006-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by course number  
	
	

	
	
	
	
	

	
	
	
This record series consists of course syllabi for all classes offered under the Nursing Program.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain originals in the department for three (3) years, then dispose of provided one (1) copy of each syllabus is transferred to the University Archives for permanent retention.

  
	
	Disposition approved  2/20/13  

	720.02  
	
	Nursing Program Committee and Council Meeting Minutes and Agendas  
	
	

	
	
	
	
	

	
	
	Dates:
	2006-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by year   
	
	

	
	
	
	
	

	
	
	
This record series consists of original minutes and agendas of the Nursing Program committees and council meetings.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office permanently or transfer to the University Archives for permanent retention.

  
	
	Disposition approved  2/20/13  

	720.03  
	
	Faculty/Staff/Personnel Files  
	
	

	
	
	
	
	

	
	
	Dates:
	2006-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of departmental copies of faculty/staff/personnel files including requests for letters of employment, evaluations, training records, and leaves of absence. Original faculty files are maintained by the Office of the Vice President for Academic Affairs. Original staff files are maintained in the Human Resources Department and originals of administrative personnel files are maintained in the University’s Office of the President.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after separation from employment, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved  2/20/13  


	720.04  
	
	Faculty Assignment of Duties Files  
	
	

	
	
	
	
	

	
	
	Dates:
	2006-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by semester  
	
	

	
	
	
	
	

	
	
	
This record series consists of an individual file for each faculty member which contains the “Assignment of Duties for Academic Year” form. The forms contain information which enables the courses the instructor has agreed to teach to be evaluated in order to evenly distribute the teaching workload for the department among the faculty.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after separation from employment, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.


	
	Disposition approved  2/20/13  

	720.05  
	
	Budget Records  
	
	

	
	
	
	
	

	
	
	Dates:
	2006-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by fiscal year  
	
	

	
	
	
	
	

	
	
	
This record series consists of departmental copies of budget records retained by the Nursing Program including paperwork for purchase of commodities, contractual services, and equipment; telecommunication services; travel expenses; and monthly expenditure reports.  Original budget records are maintained by the University’s Accounting Office.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved  2/20/13  

	720.06  
	
	Property Control Inventory Files  
	
	

	
	
	
	
	

	
	
	Dates:
	2006-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by fiscal year  
	
	

	
	
	
	
	

	
	
	
This record series consists of listings of equipment assigned to the offices/classrooms of the Nursing Program.  Originals are maintained by the University’s Office of Property Control.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years then dispose of or delete from the system provided all audits have been completed, if necessary, and no ligation is pending or anticipated.

  
	
	Disposition approved  2/20/13  

	720.07  
	
	Faculty Search Files (Non-Hired)  
	
	

	
	
	
	
	

	
	
	Dates:
	2006-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical by faculty search  
	
	

	
	
	
	
	

	
	
	
This record series consist of applications, resumes, professional profiles, transcripts and recommendation received by the Nursing Program for open Faculty positions.  The files also include notes of resulting interviews.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years following the date of termination of the vacancy, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved  2/20/13  


	720.08  
	
	Undergraduate and Graduate Student Files  
	
	

	
	
	
	
	

	
	
	Dates:
	2006-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of copies of individual files created for each undergraduate and graduate student pursuing a major in the Nursing Program and for the graduate assistant assigned to the Nursing Program. Forms and documents contained in a typical student file include graduation requirement checklist, advisement worksheet, contact information, admission checklist with appropriate paperwork, time rosters (for graduate assistants) and correspondence with students.   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years after graduation or date of last attendance, then destroy in a secure manner provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved  2/20/13  

	720.09  
	
	Nursing Program Agreements  
	
	

	
	
	
	
	

	
	
	Dates:
	2006-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical by community college or clinical agency  
	
	

	
	
	
	
	

	
	
	
This record series contains two types of agreements maintained by the Nursing Program. The first type consists of 2 Plus 2 articulation agreements between Eastern Illinois University and community colleges. These are agreements between community colleges and four-year colleges that provide a smooth transition for transfer students from community colleges into four year colleges. Typically the agreements either guarantee that the associate’s degree will satisfy all freshmen and sophomore general education requirements at the four-year university or specify a list of courses that will be treated as equivalent. Originals are maintained in the Office of the Vice President for Academic Affairs.


The second type consists of affiliation agreements between Eastern Illinois University and the clinical agency. These affiliation agreements allow a clinical experience for the nursing student. Originals are maintained by the Eastern Illinois University RN to BS in Nursing Program Office. An additional copy is maintained by the Office of the Vice-President for Business Affairs.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain in the office for five (5) years after expiration of agreement, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary and no litigation is pending or anticipated.

  
	
	Disposition approved as amended 2/20/13  

	720.10  
	
	Grant Files  
	
	

	
	
	
	
	

	
	
	Dates:
	2006-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by fiscal year  
	
	

	
	
	
	
	

	
	
	
This record series consists of departmental copies of budget records for each program grant including paperwork for purchases of commodities, contractual services and equipment; scholarships; and monthly expenditure reports. Originals are maintained by the University Accounting Office. In addition, files also contain copies of the related grant proposals. The originals proposals are maintained in the Office of Research and Sponsored Programs Office.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years after completion of grant, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary and no litigation is pending or anticipated.

  
	
	Disposition approved as amended 2/20/13  

	720.11  
	
	Nursing Program Policy Books  
	
	

	
	
	
	
	

	
	
	Dates:
	2006-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical by policy  
	
	

	
	
	
	
	

	
	
	
This record series consists of the original policies and procedures established for the University’s Nursing Program.  These include the mission statement, by-laws, goals and objectives, and philosophy statement of the program; alumni and employer surveys; and student policies and procedures.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office permanently or transfer to the University Archives for permanent retention.

  
	
	Disposition approved  2/20/13  

	720.12  
	
	Accreditation Reports and Related Correspondence Files  
	
	

	
	
	
	
	

	
	
	Dates:
	2006-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of the original self-study report submitted to the CCNE (Commission on Collegiate Nursing Education), the subsequent accreditation report, and related correspondence with the CCNE regarding accreditation.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office permanently or transfer to the University Archives for permanent retention.

  
	
	Disposition approved as amended 2/20/13  


	720.13  
	
	Scholarship Information Files  
	
	

	
	
	
	
	

	
	
	Dates:
	2006-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical by Scholarship Title  
	
	

	
	
	
	
	

	
	
	
This record series consists of copies of the agreement creating and administering the appropriate scholarship, scholarship verification forms, and related correspondence.  Originals are maintained by the University’s Foundation Office.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years after termination or completion of scholarship, then destroy in a secure manner or deleted from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved as amended 2/20/13  


	720.14  
	
	Routine Administrative Correspondence and Related Supporting Documents  
	
	

	
	
	
	
	

	
	
	Dates:
	2006-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical by topic  
	
	

	
	
	
	
	

	
	
	
This record series consists of incoming and outgoing correspondence and documents exchanged by the Nursing Program Office and other offices of the university, federal/state/county/local offices, other offices external to the institution, and various outside entities/individuals. The files also include memos, initial drafts, working papers, and supporting documents.

“Routine Administrative Correspondence documents” are defined as:

· Extra copies of documents, blank forms, or reports preserved only    for ease of reference or for supply purposes, where one copy has been retained for record purposes;

· Letters of transmittal and acknowledgement;

· Non-personally addressed, unsolicited correspondence and communications that originate outside of the agency such as various university memoranda;

· Requests for publications or information after the requests have been filled;

· Replies to questionnaires, where the summary results have been retained for record purposes;

· Material not filed as evidence of administrative activity or for the information content thereof, including—

· Working notes, where a final report has been issued

°Documents regarding regular office functions, such as correspondence requesting supplies, scheduling meetings, or informing others of an employee absence, where a record copy of financial or personnel actions is retained in another record series.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved as amended 10/16/13  


  
	
	
	VICE PRESIDENT FOR ACADEMIC AFFAIRS
ADMISSIONS OFFICE – OLD MAIN


	
	

	800.01  
	
	ACT/SAT Test Score Records (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1984-  
	
	

	
	
	Volume:
	10 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	20 Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical   
	
	

	
	
	
	
	

	
	
	
This record series consists of print-outs showing the ACT/SAT scores received by applicants to Eastern, which are utilized for verification of scores when processing admission applications.  After the test scores have been entered on the data card files and key punched, all administrative value of this record series expires.  



This application is submitted to delete item 110.01 from application 92-78 and to add this series to Application 96-32.  The Office of Admissions is no longer under the jurisdiction of the Vice President for Student Affairs.  It has been moved to the Vice-President for Academic Affairs.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain until data entry, then dispose of.

  
	
	Disposition Approved 6/21/06  

	800.02  
	
	Applications for Admissions (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	Spring 1983-  
	
	

	
	
	Volume:
	74 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	34 Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical   
	
	

	
	
	
	
	

	
	
	
This record series consists of the applications for admission to Eastern by prospective undergraduate and graduate students.  If a student does not comply with all of Eastern's admission requirements within one (1) year of the term for which the original application was submitted, then the applicant must re-apply.  



This application is submitted to delete item 110.02 from application 92-78 and to add this series to Application 96-32.  The Office of Admissions is no longer under the jurisdiction of the Vice President for Student Affairs.  It has been moved to the Vice-President for Academic Affairs.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain for one (1) semester after the application has been approved, become inactive, or refused, 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 6/21/06  

	800.03  
	
	Data Card File (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1978
	
	

	
	
	Volume:
	14 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	2 Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological    
	
	

	
	
	
	
	

	
	
	

This card file is maintained in the admissions office showing detailed data about students admitted for enrollment each term.  In addition to recording the student's name, address, high school, other college(s) attended, student's planned major rank in high school, date of birth, and ACT/SAT score(s), the cards document types of correspondence sent to the student, record of being key punched, whether or not documents have been sent and returned, and whether or not the applicant is being reactivated from the preceding fall, spring or summer term.




This application is submitted to delete item 110.03 from application 92-78 and to add this series to Application 96-32.  The Office of Admissions  is no longer under the jurisdiction of the Vice President for Student Affairs.  It has been moved to the Vice-President for Academic Affairs.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for two (2) years, then dispose of.

  
	
	Disposition Approved 6/21/06

  

	800.04  
	
	Master Index Card File (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	Spring 1983-  
	
	

	
	
	Volume:
	4 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	4 Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical   
	
	

	
	
	
	
	

	
	
	
The master index card file serves as a summary of admission appli​cations submitted for review.  Each card shows the name, address and social security number of the applicant, the date the application is received, the date of enrollment, date of cancellation, if the application is deferred and the date of such deferral, and the applicant's status (freshman, transfer, etc.).  


This application is submitted to delete item 110.04 from application 92-78 and to add this series to Application 96-32.  The Office of Admissions is no longer under the jurisdiction of the Vice President for Student Affairs.  It has been moved to the Vice-President for Academic Affairs.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for one (1) semester after the application has been approved, become inactive, or refused, 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 6/21/06  

	800.05  
	
	Ace Award Scholarships (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	1 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	.25 Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical by name of recipient  
	
	

	
	
	
	
	

	
	
	
This record series consists of paperwork such as applications, awards letters, for the Ace Award Scholarship which is an EIU generated scholarship awarded to eligible students.  The award sets forth the coverage of the award, renewal policy, and conditions to be met by the student to remain eligible for the scholarship.

            The recommendation for the proposed retention period is based on previously approved retention periods for Private Scholarship records, as described under Application 92-78E, item 120.16 from Eastern Illinois University.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years from the date of graduation or date of last attendance of the respective student(s), then dispose of providing all audits have been completed under the supervision of the Auditor General, if required, and provided no litigation is pending or anticipated.  
	
	Disposition Approved 6/21/06  


VICE PRESIDENT FOR ACADEMIC AFFAIRS

WEIU RADIO/TV

	810.01  
	
	Administrative Correspondence and Related Documents  
	
	

	
	
	
	
	

	
	
	Dates:
	1984 -  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by year

Alphabetical by topic  
	
	

	
	
	
	
	

	
	
	
This record series consists of incoming and outgoing correspondence exchanged by the WEIU Radio/TV Office and other offices of the university, federal/state offices, and other offices external to the institution.  Files also include memos, initial drafts, working papers, and supporting documents.


This item supersedes item 555 of Application 84-64 in order to change the description of the record series, to provide for weeding of documents by the University Archives,  and to transfer the jurisdiction of the record series from the  Vice President for Academic Affairs to the Office of the Vice President for External Affairs.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years, then with the assistance of University Archives staff, review the series and transfer any documents possessing archival value to the University Archives for permanent retention and dispose of all extraneous materials.

  
	
	Disposition Approved 5/19/04  

	810.02  
	
	Annual Audit Reports  
	
	

	
	
	
	
	

	
	
	Dates:
	1985 -  
	
	

	
	
	Volume:
	2 Cu. Ft.  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of documents used in evaluation and analysis of the fiscal and procedural operations of WEIU Radio/TV.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for six (6) years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, no litigation is pending or anticipated, and providing all adjustments necessary to correct negative audit finding(s) have been completed.

  
	
	Disposition Approved 5/19/04  


	810.03
	
	Computerized Asset Inventory (Computer Tapes/Disks)  
	
	

	
	
	
	
	

	
	
	Dates:
	1984 -  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of an equipment (asset) inventory in a computerized format showing the date of purchase of the equipment, tag number, federal commodity code number, description, serial number, property control number, the cost, acquisition date, dates of any repairs and estimated cost of repairs, and the location of the equipment.


This item supersedes item 548 of Application 84-64 in order to change the retention period from "until updated or superseded" to "thirty (30) days following supersession" and to transfer the jurisdiction of the record series from the  Vice President for Academic Affairs to the Office of the Vice President for External Affairs.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain computer tapes/disks in office for thirty (30) days following supersession, then reuse and/or dispose of.  (All computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

  
	
	Disposition Approved 5/19/04  

	810.04  
	
	Fiscal Records  
	
	

	
	
	
	
	

	
	
	Dates:
	1981 -  
	
	

	
	
	Volume:
	1/2 Cu. Ft.  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of vouchers, purchase orders, schedules, receiving reports, student payroll records, transfer of fund records and other related fiscal and budget records.


This item supersedes State Records Application 84-64, item 550, to provide for the incorporation of the file series into this revised records disposition application and to transfer the jurisdiction of the record series from the  Vice President for Academic Affairs to the Office of the Vice President for External Affairs.  (No change in the previously approved disposition is proposed.)   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for six (6) fiscal years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition Approved 5/19/04  

	810.05E  
	
	Facility Logs (Computer Disk)  
	
	

	
	
	
	
	

	
	
	Dates:
	1984 -  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by fiscal year  
	
	

	
	
	
	
	

	
	
	
This record series consists of logs which show how the radio and television center is used for each hour the facility is open.  


Data include the identities of individuals using the audio production room, editing room, control room, and studio; hours the room was used; and weekly/semester summary indicating the amount/type of room usage.


This item supersedes item 551 of Application 84-64 in order to change the media of the record series from hardcopy to computer disk and to transfer the jurisdiction of the record series from the  Vice President for Academic Affairs to the Office of the Vice President for External Affairs.  (No other changes in the previously approved disposition is proposed.)   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain computer magnetic tapes/disks in office for three (3) years from the date of data entry, then reuse and or dispose of providing no litigation is pending.  (All computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

  
	
	Disposition Approved 5/19/04  


	810.06  
	
	News Copy  
	
	

	
	
	
	
	

	
	
	Dates:
	1986 -  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	By date  
	
	

	
	
	
	
	

	
	
	
This record series consists of all script copies for each day's broadcasts of radio and TV news programs.


This item supersedes State Records Application 84-64, item 554, to provide for the incorporation of the file series into this revised records disposition application and to transfer the jurisdiction of the record series from the  Vice President for Academic Affairs to the Office of the Vice President for External Affairs.   (No other  changes in the previously approved disposition is proposed.)   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for one (1) year (per FCC regulation), then dispose of provided no litigation is pending or anticipated.

  
	
	Disposition Approved 5/19/04  

	810.07  
	
	Outside Client Account Records  
	
	

	
	
	
	
	

	
	
	Dates:
	1983 -  
	
	

	
	
	Volume:
	2 Cu. Ft.  
	
	

	
	
	Annual Accumulation:
	1 Cu. Ft.  
	
	

	
	
	Arrangement:
	Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series includes copies of contracts, billings and related correspondence for expenses incurred in purchasing supplies for workshops and providing services to outside vendors.


This item supersedes State Records Application 84-64, item 552, to provide for the incorporation of the file series into this revised records disposition application disk and to transfer the jurisdiction of the record series from the  Vice President for Academic Affairs to the Office of the Vice President for External Affairs.  (No other changes in the previously approved disposition is proposed.)  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for six (6) fiscal years, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition Approved 5/19/04  

	810.08  
	
	Personnel Files (Civil Service, Professional Administrative) (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1983 -  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical by name  
	
	

	
	
	
	
	

	
	
	
This record series consists of files which summarize the work histories of civil service employees and professional administrators.


Contents include time sheets, performance evaluations, letters of recommendation, copies of applications, workmen's compensation forms, and sick leave requests.  Originals are maintained by the university's Personnel Office for sixty-five (65) years per item 1600.20 of Application 84-66.

  
	
	

	
	
	Recommendation:
	Retain in office for five (5) years following separation from employment of the respective employee(s), then dispose of providing no litigation is pending or anticipated.
  
	
	Disposition Approved 

as Amended

5/19/04  


	810.09E  
	
	Program Logs (Computer Disk)  
	
	

	
	
	
	
	

	
	
	Dates:
	1984 -  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of logs, one for TV and one for radio, which indicate the show being broadcast each hour, the usual source, audio source, and the operator's verification.


This application item supersedes item 549 of Application 84-64 in order to change the media of the record series from hardcopy to computer disk and to transfer the jurisdiction of the record series from the  Vice President for Academic Affairs to the Office of the Vice President for External Affairs.  (No other changes in the previously approved disposition is proposed.)  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain computer magnetic tapes/disks in office for three (3) years form the date of data entry, then reuse and/or dispose of providing no litigation is pending.  (All computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

  
	
	Disposition Approved 5/19/04  

	810.10  
	
	Public Inspection Files for FM Radio and Television  
	
	

	
	
	
	
	

	
	
	Dates:
	1985-  
	
	

	
	
	Volume:
	2 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	

This record series consists of files, maintained as a result of F.C.C. (Federal Communications Commission) requirements, which are made available to the public for inspection.  (The F.C.C. respectively requires FM radio and television inspection files to be made available to the public for seven (7) and five (5) years).



This record series includes Construction Permits for the FM and TV Station, DTV (digital TV) License Applications (for TV station only), Election Campaign Policies (for both the FM and TV stations), F.C.C. License Applications and Renewal Applications for both the FM and TV stations), F.C.C. License Renewal Applications with Pre and Post Announcements (for both the FM and TV stations), and F.C.C. Tower Construction Permits (for the TV Station only).


Also included are Quarterly Issues Program Reports (for both FM and TV stations), Yearly Program and Issues Lists (for both FM and TV stations), Annual FCC Employment Reports, F.C.C. Annual Ownership Reports, F.C.C. Renewal Applications, and copies of the Federal Register.  

 
The F.C.C. requires a seven (7) year renewal cycle for FM Radio Licenses and a five (5) year renewal cycle for TV Licenses.)


This item was deferred under 95-12 on 6/23/04 pending clarification from the agency regarding exactly which records are being maintained permanently and which records are being destroyed.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	A)       Retain the following documents in the office 
of WEIU FM and TV permanently:

Construction Permits (for both FM and TV stations)

DTV (digital TV) License Applications (for TV station only)

Election Campaign Policies (for both the FM and TV stations)

F.C.C. License Applications (for both the FM and TV stations)

F.C.C. License Renewal Applications with Pre and Post Announcements (for both the FM and TV stations)

F.C.C. Tower Construction Permits (for the TV Station only)

B)        Retain the following documents in office of 

WEIU FM and TV for ten (10) years 


and then destroy in a secure manner:


Quarterly Issues Program Reports (for both FM 
and TV stations)


Yearly Program and Issues Lists (for both FM 
and TV stations)

C)    Retain all other documents in this record series for seven (7) years, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Deferred

5/19/04

Deferred

6/23/04

Disposition approved as amended

10/16/13

  


· This records series was previously deferred on Application 02-62.

	810.11E  
	
	Video Tape Inventory (Computer Disk)  
	
	

	
	
	
	
	

	
	
	Dates:
	1983 -  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by year  
	
	

	
	
	
	
	

	
	
	
This record series consists of a videotape inventory showing a videotape number, program title, producer's name, department name, and date produced.


This item supersedes item 553 of Application 84-64 in order to change the media of the record series from hardcopy to computer disk and to change the retention period from "retain until updated or superseded" to "retain 30 days after supersession"  and to transfer the jurisdiction of the record series from the  Vice President for Academic Affairs to the Office of the Vice President for External Affairs.  (No other changes in the previously approved disposition is proposed.)  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain computer magnetic tapes/disks in office for thirty (30) days from the date of supersession, then reuse and/or dispose of providing no litigation is pending.  (All computer/digital media maintenance and preservation procedures are to be fully applied.  If equipment and programs which provide access to the database(s) involved are updated or replaced, the existing data must remain accessible in the successor format for the duration of the approved retention period.)

  
	
	Disposition Approved 5/19/04  

	810.12  
	
	Student Employment Records  
	
	

	
	
	
	
	

	
	
	Dates:
	1984  
	
	

	
	
	Volume:
	Negligible   
	
	

	
	
	Annual Accumulation:
	Negligible   
	
	

	
	
	Arrangement:
	Alphabetical by student’s name  
	
	

	
	
	
	
	

	
	
	This record series consists of files, which summarize the work histories of students in the Student Employment Program.  Included are  copies of applications for employment and work assignment records showing the name of the student and the number of hours worked. The work assignment records are maintained in a spreadsheet in an electronic format. This information is recorded per pay period as well as per year.  


The agency’s Payroll Office maintains original Employment Authorization Forms for six (6) years following separation/termination of employment and (if applicable) the final settlement per item 1700.03 of Application 84-66.  Original Student Employment Files are maintained by the university’s Financial Aid Office for five (5) years following graduation or last date of attendance per item 130.27 of Application 92-78.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years following graduation or last date of attendance, then dispose of provided all audits have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated  
	
	Disposition

Approved 10/20/04  


V.P. FOR ACADEMIC AFFAIRS

ENROLLMENT MANAGEMENT

  
	820.01  
	
	Community Colleges Administrative Files (Original and Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	2001-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical by community college  
	
	

	
	
	
	
	

	
	
	
This record series consists of original and duplicate correspondence and reference materials detailing matters of the function and policy decision-making of the Office of Enrollment Management in relation to various community colleges.  The files include copies of meeting minutes from the Council on Academic Affairs and the Council on Teacher Education, reference materials and journals from the American College on Education, copies of enrollment reports from the Registrar’s Office and copies of miscellaneous reports that relate to student information.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years, then transfer to the University Archives for permanent retention except for all routine documents which may be disposed of provided all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition approved 5/19/10  

	820.02  
	
	Enrollment Management Administrative Correspondence and Reference Files (Originals and Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	2001-  
	
	

	
	
	Volume:
	2 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical by title/topic, chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of original and duplicate correspondence and related reference materials including; academic information reports, recruitment information reports, copies of meeting minutes from various academic and/or student councils on campus, and related reports on student academic matters.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years, then transfer to the University Archives for permanent retention except for all routine documents which may be disposed of provided all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition approved 5/19/10  


	820.03  
	
	Course Articulation Files (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	2001-  
	
	

	
	
	Volume:
	8 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical by name of college  
	
	

	
	
	
	
	

	
	
	
This record series consists of copies of Articulation Request Forms used by Eastern Illinois University and community colleges to establish the University’s articulation for courses offered or to be offered at the submitting community college.  These are agreements made between community colleges and the university that indicate that if a student takes a specific community college class then EIU will give them full equivalency credit toward their degree.  The request form data includes; the student’s major, general ed courses, major electives, upper division credit, lower division credit and notes.  Supporting documents may include course outlines or syllabi and any related correspondence.  Originals are retained by the Vice-President for Academic Affairs Office of the Registrar.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office until the respective articulated courses are no longer offered by the community or until superseded by the more current articulation approval forms, then dispose of provided all audits have been completed and no litigation is pending or anticipation.

  
	
	Disposition approved 5/19/10  

	820.04  
	
	Course Overload Lists (Hardcopy and Electronic)  
	
	

	
	
	
	
	

	
	
	Dates:
	2001-  
	
	

	
	
	Volume:
	30 Cubic Feet/1500 MB  
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet /50 MB  
	
	

	
	
	Arrangement:
	Chronological by year/semester  
	
	

	
	
	
	
	

	
	
	
This record series consists of reports generated each semester that list students’ that because of their cumulative GPA and classification are registered for an overload of classes. The report data includes the student’s name, ID, major, classification, GPA, hours registered for that semester, advisor and e-mail address. These students are then contacted and directed to meet with their advisor to work out their schedule to place them in the proper load limit so they will not be put in further academic jeopardy.    
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for one (1) year after the date of generation, then dispose of or delete from system providing all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition approved 5/19/10  


	820.05  
	
	Enrollment Deposit Student Deferment Files (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2003-  
	
	

	
	
	Volume:
	½ Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological/alphabetical by student  
	
	

	
	
	
	
	

	
	
	
This record series consists of forms that allow new freshmen student enrollment deposits to be deferred so that students can proceed to register electronically. The enrollment deposits ($150.00) were implemented in 2003 to allow those students, who were actually committed to enrolling at EIU, assistance in planning classes. In addition, the deposit was applied directly toward the balance they owed the University.  Some students, because of their economic situation, are not able to pay the deposit up front; however, after a review by the University’s Director of Admissions, the deposit may be waived. This process only applies for the incoming semester and is no longer required after that time.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for one (1) semester after the initial semester in which the student enrolled, then destroy in a secure manner providing all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition approved 5/19/10  

	820.06  
	
	Fiscal Administration Files (Duplicates)   
	
	

	
	
	
	
	

	
	
	Dates:
	2001-  
	
	

	
	
	Volume:
	4 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of departmental copies of vouchers for goods and services, ledgers, check requests, budget records, purchase orders, requisitions, and any related supporting documents.  Originals are maintained by the University’s Business Office.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years after the date of generation, then dispose of providing all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition approved 5/19/10  


	820.07  
	
	Lantz Scholarship List (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2001-  
	
	

	
	
	Volume:
	1 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by calendar  
	
	

	
	
	
	
	

	
	
	
This record series consists of lists of recipients of the Lantz Scholarship that is presented every fall semester to University Seniors.  The students are nominated in their junior year in accordance with criteria developed by the University Foundation.  Included are the nomination forms, selection process paperwork and copies of letters to recipients.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for there (3) years after the date of generation, then destroy in a secure manner provided all audits have been completed and no litigation is pending or anticipated.

  
	
	Deferred

5/19/10
Disposition approved as rewritten 6/16/10  

	
	
	Item 820.07 was deferred to determine whether these records are maintained for a longer period of time due to their historical nature.


	
	

	820.08  
	
	Enrollment Management Advisory Committee (EMAC) Minutes and Agendas (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1993-  
	
	

	
	
	Volume:
	½ Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of original minutes and agendas of all monthly meetings of the Enrollment Management Advisory Committee (EMAC) which is responsible for providing advice and counsel with regard to the development, implementation, and evaluation of the Enrollment Management Division’s strategic plan.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for ten (10) years, then transfer to the University Archives for permanent retention.

  
	
	Disposition approved 5/19/10  


	820.09  
	
	Civil Service, Administrative and Professional Personnel Files (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	2001-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of duplicate personnel files maintained by Enrollment Management for civil service, administrative and professional employees.  The files include; employee evaluations, requests for leaves-of-absence, time rosters, copies of contracts signed between the employee and the university and any related correspondence.  The original records for administrators and university professionals are maintained by the Office of the President and originals for civil service employees are maintained by the Office of Human Resources.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after the date of separation from employment, then destroy in a secure manner providing all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition approved 5/19/10  

	820.10  
	
	Student Academic Military Files (Agency Record Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	1993-  
	
	

	
	
	Volume:
	½ Cubic Feet   
	
	

	
	
	Annual Accumulation:
	negligible  
	
	

	
	
	Arrangement:
	Chronological/alphabetical by student  
	
	

	
	
	
	
	

	
	
	
This record series consists of various documents generated on students who are called to “active duty”   by the military.  The files include copies of the student’s military orders, copies of the student’s class schedule at the time of their leave from the university, and any written documentation of whether they want their grades or classes dropped depending on the time frame of their deployment.  Copies are also maintained by the Office of Financial Aid.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years from the date of activation, then destroy in a secure manner provided all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition approved 5/19/10  

	820.11  
	
	Student Academic Residency Files (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1984-  
	
	

	
	
	Volume:
	½ Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological/alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of documents retained on students’ change of residency from out-of-state to in-state; 10th day roster information for any students whose records show an out-of-state home address but is coded as an in-state resident; and student residency appeals or denials.  The files may also include any related correspondence.  Originals are maintained by the University’s Office of the Registrar.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years from the date of graduation or date of last attendance, then destroy in a secure manner provided all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition approved 5/19/10  

	820.12  
	
	Student Academic Reinstatement Files (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1980-  
	
	

	
	
	Volume:
	½ Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological/alphabetical by student name  
	
	

	
	
	
	
	

	
	
	
This record series consists of documents retained on approvals or denials of student reinstatements for enrollment at EIU.  The application for reinstatement is completed by the student for re-admission to the university and may also include copies of transcripts from other colleges and a copy of the acceptance or denial letter.  Originals are maintained by the Office of the Vice-President for Academic Affairs.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for one (1) year, then destroy in a secure manner provided all audits have been completed and no litigation is pending or anticipated.  
	
	Disposition approved 5/19/10  

	820.13  
	
	Student Employment Files (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	2001-  
	
	

	
	
	Volume:
	2 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical by student  
	
	

	
	
	
	
	

	
	
	
This record series consists of departmental copies of student employment files including work assignments (e.g. student name, name of supervisor, hours worked per week); employment authorization forms and student time sheets.  The University’s Payroll Office maintains original employment authorization forms for ‘six (6) years following separation/termination of employment and (if applicable) the final settlement” per item 1700.13 of State Records Application 84-66.  Original Work Study/Student Employment Files are maintained by the University’s Financial Aid Office for “five (5) years following graduation or date of last attendance” per item 130.27 of State Records Application 92-78.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after graduation or date of last attendance, then destroy in a secure manner providing all audits have been completed and no litigation is pending or anticipated.  
	
	Disposition approved 5/19/10  


VICE PRESIDENT FOR ACADEMIC AFFAIRS
TRIO STUDENT SUPPORT SERVICES
	830.01  
	
	TRIO Program Routine Correspondence Files (Original and Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	¼ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by topic  
	
	

	
	
	
	
	

	
	
	
The TRIO Programs are part of a group of federal programs funded under Title IV of the Higher Education Act of 1965. These programs were established to help low-income and disabled Americans enter and graduate college. These funds are distributed to institutions through a competitive grant process.

This record series consists of routine incoming and outgoing correspondence exchanged by the TRIO Program and other offices of the University, federal/state offices and other offices external to the institution. The files also include memos and initial drafts of correspondence.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years, then dispose of provided all audits have been completed, if necessary and no litigation is pending or anticipated.

  
	
	Disposition approved 3/16/11  

	830.02  
	
	TRIO Program Fiscal Administration Files (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	3 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological by fiscal year  
	
	

	
	
	
	
	

	
	
	
This record series consists of departmental copies of monthly expenditure reports, purchase orders, requisitions, bills, invoices budget workpapers and related vouchers.  Originals are maintained by the University’s Office of Accounting.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years, then dispose of provided all audits have been completed, if necessary and no litigation is pending or anticipated.

  
	
	Disposition approved 3/16/11  


  
	830.03  
	
	TRIO Program Minutes and Agendas (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	2 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	¼ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological/alphabetical by topic  
	
	

	
	
	
	
	

	
	
	
This record series consists of original minutes and agendas of the TRIO Services Program meetings.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office permanently.

  
	
	Disposition approved 3/16/11
  

	830.04  
	
	TRIO Program Grant Files and Supporting Documentation (Originals and Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	5 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	½ Cubic Feet   
	
	

	
	
	Arrangement:
	Chronological by year/alphabetical by topic  
	
	

	
	
	
	
	

	
	
	
This record series consists of TRIO Program grant files including performance reports to the funding agency, grant proposals and acceptance records, award letters, and correspondence from affiliated national associations and related program offices. TRIO grants are conducted on a five year cycle.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years following the end of the grant cycle, then dispose of provided all audits have been completed, if necessary, and no litigation is pending or anticipate.

  
	
	Disposition approved 3/16/11  

	830.05  
	
	TRIO Program Student Files (Originals and Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	12 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	¾ Cubic Feet   
	
	

	
	
	Arrangement:
	Alphabetical by last name  
	
	

	
	
	
	
	

	
	
	
This record series consists of student files (active, inactive and program graduates) that include student enrollment information, program eligibility, Individual Student Plan (ISP), copies of transcripts, grade reports, course schedules and any related correspondence. TRIO grants are conducted on a five year cycle.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years following the end of the grant cycle, then destroy in a secure manner provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 3/16/11  

	830.06  
	
	TRIO Program Tutor Files (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	2005-  
	
	

	
	
	Volume:
	2 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological   
	
	

	
	
	
	
	

	
	
	
This record series consists of files maintained on upperclassmen tutors to program participants. The files include peer tutor contact sheets for each tutoring session and monthly tutoring reports (e.g. comments on progress). TRIO grants are conducted on a five year cycle.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years following the end of the grant cycle, then destroy in a secure manner provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 3/16/11  

	830.07  
	
	TRIO Program Student Employee Files (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	1 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological/alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of files retained on students in the University’s “Work Study Program” and “Student Employment Program”. The files include work assignments (i.e. name of student, name of supervisor, number of hours worked per week), employment authorization forms, and time sheets. Originals are maintained by the Office of the Vice President of Student Affairs for five (5) years per item 210.03 of Application 92-78.   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after graduation or date of last attendance, then destroy in a secure manner provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 3/16/11  


	830.08  
	
	TRIO Program Civil Service and Administrative Professional Employee Files (Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	1 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of personnel files of civil service and administrative professional employees including resumes, letters notifying the applicant that they had been hired, worker’s compensation forms, information on the probationary status of new employees, performance appraisals, and any related correspondence. Originals are maintained for sixty-five (65) years per item 1600.20 of State Records Application 84-66.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after separation from employment, then destroy in a secure manner provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved as amended 3/16/11  

	830.09  
	
	TRIO Program Monthly Activity Reports and Supporting Documents  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	1 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological/alphabetical by topic  
	
	

	
	
	
	
	

	
	
	
This record series consists of TRIO program monthly activity reports, student contact sheets, time and effort sheets, and related correspondence. TRIO grants are conducted on a five year cycle.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years following the end of the grant cycle, then destroy in a secure manner provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 3/16/11  

	830.10  
	
	TRIO Program Surveys and Evaluations (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	2 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of TRIO Program annual surveys completed by students, evaluations of on/off campus events, student mentor self-evaluation surveys, and other miscellaneous surveys related to the program. TRIO grants are conducted on a five year cycle.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for three (3) years following the end of the grant cycle, then destroy in a secure manner provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 3/16/11  

	830.11  
	
	TRIO  Program Scholarship Files (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	2 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of scholarship applications from TRIO students that include two letters of recommendation, original application forms, written essays, and copies of financial aid awards. The Scholarship Committee determines the scholarship and then the TRIO Office sends a report to the EIU Financial Aid Office that indicates student name, scholarship award amount, and semester(s) of award.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after graduation or date of last attendance, then destroy in a secure manner provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 3/16/11  


	830.12  
	
	TRIO Program Student Mentor Files (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	2 Cubic Feet   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of mentor files maintained by the TRIO Service program office on faculty and staff who serve as mentors to students enrolled in the program. The files include initial applications, acceptance letters and mentee contacts, monthly report logs of meeting dates and results, and related correspondence.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in the office for five (5) years after graduation or date of last attendance of the student being mentored, then destroy in a secure manner provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 3/16/11  


VICE PRESIDENT FOR ACADEMIC AFFAIRS

REGISTRAR

	840.01  
	
	Budget Preparation and Administration Working Files    
	
	

	
	
	
	
	

	
	
	Dates:
	1974-  
	
	

	
	
	Volume:
	Negligible / 150 MB  
	
	

	
	
	Annual Accumulation:
	Negligible / 150 MB  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series contains the Registrar’s copies of budget preparation forms for budget requests, fund transfers, (etc) and related working papers consisting of notes, drafts, of narratives, and allocation/expenditure projection computations. The files also include expenditure ledgers, requisitions, monthly expense statements, invoice vouchers, purchase orders and all related supporting documents.  The university-wide central copies of all budget papers are scheduled for disposition by the university’s Office of the Director of Budget.


This item supersedes State Records Application 92-78, item 230.01 in order to revise the record series description and include “destroy in a secure manner or delete from the system” and revise the retention period to three (3) years in the recommendation per agency request.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for three (3) years, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 6/19/13  

	840.02  
	
	Graduation Application Cards  
	
	

	
	
	
	
	

	
	
	Dates:
	1982-  
	
	

	
	
	Volume:
	Negligible / 150 MB  
	
	

	
	
	Annual Accumulation:
	Negligible / 150 MB  
	
	

	
	
	Arrangement:
	Chronological and Alphabetical by applicant  
	
	

	
	
	
	
	

	
	
	
These are cards completed to serve as applications to graduate from university programs.  Copies of these cards are forwarded to Alumni Services and the Dean of the particular school in which the degree candidate enrolled, where, if a graduation application is rejected, the rejected application is placed in the respective student permanent record file. The rejected application will then be disposed of two (2) years after graduation or separation of the applicant from the university per provisions of the records disposition recommendation of item 840.04 of this application covering student permanent record files. 

This item supersedes State Records Application 92-78, item 230.09 in order to include “destroy in a secure manner” in the recommendation per agency request.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain non-rejected applicant cards in office for one (1) year following the date of submission, then destroy in a secure manner provided all audits have been completed, if necessary, and no litigation is pending or anticipated. Rejected applications will be disposed of two (2) years after graduation or separation of the applicant from the university per the provisions of item 840.04 of this application.
  
	
	Disposition approved 6/19/13  

	840.03  
	
	Listings of Students by Rank in Graduating Class  
	
	

	
	
	
	
	

	
	
	Dates:
	1935-  
	
	

	
	
	Volume:
	1.5 Cubic Feet / 450 MB  
	
	

	
	
	Annual Accumulation:
	Negligible / 150 MB  
	
	

	
	
	Arrangement:
	Chronological, Numerical and Alphabetical  
	
	

	
	
	
	
	

	
	
	
These records list students by rank in graduating class and are produced in the fall of every year for each preceding academic year.

This item supersedes State Records Application 92-78, item 230.11 in order to remove “administrative value” from the record series recommendation.   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain permanently in office or transfer to the University Archives for permanent retention.

  
	
	Disposition approved 6/19/13  

	840.04  
	
	Student Permanent Record Files (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1899-  
	
	

	
	
	Volume:
	350 Cubic Feet / 105 GB  
	
	

	
	
	Annual Accumulation:
	Negligible / 150 MB  
	
	

	
	
	Arrangement:
	Alphabetical and Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of files for each student containing program record cards, copies of documents supporting requests for credit (such as high school transcripts, proof of military service or training, training certificates, etc.), grade change forms, original written requests from Instructors or Professors for grade change, continuing education forms, completed forms for academic waivers, credit and hours evaluation forms, student grade slips, and other relevant materials showing the academic history of each student.  Program record cards are maintained within the files as the original record of grades, and as a record of transcripts sent in response to requests for verifications and transmittals of transcripts. (The agency began scanning records in 1996).


The information contained on the program record card includes the student’s name, permanent address, basis for admission, social security number, place/date of birth, sex, parent/guardian, entrance date, classes taken, transferred credit hours, GPA, date of graduation, degree earned, major/option, minor, constitutional requirement met, history of transcripts ordered by student and any name changes/date of change.


This item supersedes State Records Application 92-78, item 230.16 to revise the recommendation in order to eliminate microfilming of the record series per agency request.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office until graduation or separation from the university of the corresponding students and the lapse of two (2) years thereafter, whichever is later, and then destroy in a secure manner all case record materials other than the Program Record Cards (which are to be retained in office permanently).  Digital records are to be retained in office on a permanent basis.

  
	
	Disposition approved 6/19/13  

	840.05  
	
	File for Readmissions   
	
	

	
	
	
	
	

	
	
	Dates:
	1983-  
	
	

	
	
	Volume:
	1.5 Cubic Feet / 450 MB  
	
	

	
	
	Annual Accumulation:
	Negligible / 150 MB  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This card file is kept as an internal reference to denote students who have applied for readmission and have either been denied readmission or accepted in good standing.  In cases of readmission, letters of good standing with appropriate transcripts are filed in the respective student permanent record file.  Student permanent record files are retained for two (2) years after graduation or separation of the corresponding students per 840.04 (with the exception of Program Record Cards which are to be maintained permanently as part of the record series containing the master documentation of grades received).

This item supersedes State Records Application 92-78, item 230.17 in order to include “destroy in a secure manner or delete from the system” in the recommendation per agency request.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain denied readmissions files in office for two (2) years, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated. 

  
	
	Disposition approved
as Amended 6/19/13  


	840.06
  
	
	Completed Forms and Letters for Requesting Transcripts  
	
	

	
	
	
	
	

	
	
	Dates:
	1984-  
	
	

	
	
	Volume:
	6 Cubic Feet / 1.8 GB  
	
	

	
	
	Annual Accumulation:
	9 Cubic Feet / 2.7 GB  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This file contains the Registrar’s copies of completed forms and letters generated or used for the obtainment or transmittal of transcripts.
 
 This item supersedes State Records Application 92-78, item 230.19 in order to increase the record series recommendation to one (1) year and include “destroy in a secure manner or delete from the system” per agency request.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for one (1) year after the date the transcript has been sent to the requestor , then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 6/19/13  


  
	840.07  
	
	Undergraduate Academic Waiver Appeals Committee Review Files 
	
	

	
	
	
	
	

	
	
	Dates:
	1975-  
	
	

	
	
	Volume:
	¾ Cubic Feet / 225 MB  
	
	

	
	
	Annual Accumulation:
	Negligible / 150 MB
	
	

	
	
	Arrangement:
	Chronological and Numerical  
	
	

	
	
	
	
	

	
	
	
This record series includes signed academic waiver forms and letters of denial or approval of academic waiver generated from the Academic Waiver Appeals Committee reviews.  Copies of academic waiver forms are included with the student’s permanent record file.  (Academic waivers are waivers of various academic requirements mostly concerning the acceptance of course credit transfers and/or maximum semester course hour loads.)

This item supersedes State Records Application 92-78, item 230.21 in order to include “destroy in a secure manner or delete from the system” per agency request.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain ten (10) years in office following final disposition of review(s), then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  


	
	Disposition approved 6/19/13  


	840.08  
	
	Academic Scheduling Request Files 
	
	

	
	
	
	
	

	
	
	Dates:
	2007-  
	
	

	
	
	Volume:
	6 Cubic Feet / 1.8 GB   
	
	

	
	
	Annual Accumulation:
	2 Cubic Feet / 600 MB
	
	

	
	
	Arrangement:
	By semester
	
	

	
	
	
	
	

	
	
	
This record series consists of all e-mails and/or paper requests that are entered into the University’s scheduling system (Astra).  The requests are to schedule classes, meetings, etc. in academic classrooms on Eastern’s campus.  The actual schedule data is maintained for ten (10) years in the Astra system.
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain the scheduling requests in office for one (1) year after entry into the system, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary and no litigation is pending or anticipated. 


	
	Disposition approved 6/19/13  


	
	
	CENTER FOR ACADEMIC TECHNOLOGY SUPPORT (CATS)

	
	

	850.01  
	
	CATS Digital Project Files (Originals)   
	
	

	
	
	
	
	

	
	
	Dates:
	2003-  
	
	

	
	
	Volume:
	10 TB  
	
	

	
	
	Annual Accumulation:
	1.42 TB  
	
	

	
	
	Arrangement:
	By project number  
	
	

	
	
	
	
	

	
	
	
This record series consists of various projects undertaken by the CATS department on behalf of faculty, staff and departments. This includes: campus-wide and departmental promotional/marketing/advertising images and videos; images and videos covering campus-wide events such as conferences, campus activities; educational/instructional videos for the classroom that enhance instruction; web pages (including coding and scripting information); and closed captioning projects for WEIU TV. All information is stored on a server and a backup is generated (also organized by project number).  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for one (1) year after date of generation or until expiration of administrative value, whichever is later, then delete from the system provided all audits have been completed and no litigation is pending or anticipated.
  
	
	Disposition approved 

as amended

5/21/14  

	850.02  
	
	Training Services Semester and Year End Reports (Originals)   
	
	

	
	
	
	
	

	
	
	Dates:
	2001-  
	
	

	
	
	Volume:
	1 TB  
	
	

	
	
	Annual Accumulation:
	100 MB  
	
	

	
	
	Arrangement:
	By calendar year and semester  
	
	

	
	
	
	
	

	
	
	
CATS Training Services provides training primarily in the form of workshops to EIU Faculty, staff and students. These reports contain statistical data and information regarding attendance for those workshops and feedback from participants. Additionally, these reports contain faculty participant verification used for faculty portfolios.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain all reports for five (5) years from the date of generation, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 

5/21/14  

	
	
	
	
	

	
	
	
	
	
	  

	850.03  
	
	Training Materials (Originals)   
	
	

	
	
	
	
	

	
	
	Dates:
	2001-   
	
	

	
	
	Volume:
	12.28 GB   
	
	

	
	
	Annual Accumulation:
	1 GB  
	
	

	
	
	Arrangement:
	By program, then chronological by semester  
	
	

	
	
	
	
	

	
	
	
This record series consists of manuals, tutorials, etc. used to conduct training for various groups on campus. Examples include materials used to present step-by step directions on how to use a technology in a hands-on workshop.   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for one (1) year after date of generation or until superseded by a more current version, whichever is later, then destroy in a secure manner or delete from the system provided all audits have been completed and no litigation is pending or anticipated.

  
	
	Disposition approved 

as amended

5/21/14  


	850.04  
	
	Equipment Manuals (Originals)   
	
	

	
	
	
	
	

	
	
	Dates:
	2003-  
	
	

	
	
	Volume:
	7.5 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical   
	
	

	
	
	
	
	

	
	
	
This record series consists of equipment manuals retained on equipment utilized by the CATS Multimedia Center.   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for the lifetime of the equipment or until the equipment is transferred to another department and/or surplus.

  
	
	Disposition approved 

5/21/14  


	850.05  
	
	Inventory Files for Property (Departmental Copies)   
	
	

	
	
	
	
	

	
	
	Dates:
	2005-  
	
	

	
	
	Volume:
	1 ½ Cubic Feet  
	
	

	
	
	Annual Accumulation:
	¼ Cubic Feet  
	
	

	
	
	Arrangement:
	By fiscal year  
	
	

	
	
	
	
	

	
	
	
This series record consists of inventory property files for the CATS Office This includes property control request forms and yearly reports of where the property is located. Originals are maintained by the University’s Business Office for a period of six (6) years.
  
	
	

	
	
	Recommendation:
	Retain in office for five (5) years following 

the date of generation or until administrative value has expired, whichever is later, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.
  
	
	Disposition approved 

5/21/14  


	850.06  
	
	Gregg Technology Center Video Equipment Checkout Files (Originals)   
	
	

	
	
	
	
	

	
	
	Dates:
	2006-  
	
	

	
	
	Volume:
	30 MB  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of the recordkeeping files for the Gregg Technology Center checkout database.  EIU students, faculty, and staff are able to check out various equipment/ technologies for academic use.   
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years following 

the date of generation, then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 

5/21/14  


	850.07  
	
	Software Licenses (Originals)   
	
	

	
	
	
	
	

	
	
	Dates:
	2005-  
	
	

	
	
	Volume:
	40 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	7 Cubic Feet  
	
	

	
	
	Arrangement:
	Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of software licenses for various programs.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain in office for three (3) years after the date of expiration of the license (renewed annually), then destroy in a secure manner or delete from the system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.
  
	
	Disposition approved 

5/21/14  


	850.08  
	
	CATS Work Order Files (Originals)   
	
	

	
	
	
	
	

	
	
	Dates:
	2003-  
	
	

	
	
	Volume:
	2.4 GB  
	
	

	
	
	Annual Accumulation:
	300 MB  
	
	

	
	
	Arrangement:
	Chronological by project number  
	
	

	
	
	
	
	

	
	
	
This record series consists of project information created by CATS for various departments, faculty or staff across campus.
This information provides reference to project numbers and notes concerning completion or project issues. The information is stored in a digital database.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain in office for five (5) years following 

the date of generation, then destroy in a secure manner or delete from the system, provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 

5/21/14  


	850.09  
	
	Fiscal Administration Files (Departmental Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	2007-  
	
	

	
	
	Volume:
	5 GB  
	
	

	
	
	Annual Accumulation:
	1.25 GB  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of fiscal records including copies of the following: monthly expenditures, purchase orders, requisitions, budget files, budget working files, travel vouchers, related correspondence, reports, budget statements, fund forms, bills, invoices and related vouchers. Originals are maintained by the University’s Vice President for Business Affairs Accounting Office/Comptroller.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain for three (3) years, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 

5/21/14  

	
	
	
	
	


	850.10  
	
	Personnel Files (Departmental Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	1977-  
	
	

	
	
	Volume:
	25 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	1 Cubic Feet  
	
	

	
	
	Arrangement:
	Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of personnel files for the Vice President of Business Affairs that summarizes work histories of civil service, administrative professional, and student employees. Files contain personnel documents which may include: notices of suspension, lay-off, or termination; job classification changes; salary changes; worker’s compensation forms, correspondence; and related materials.

  
	
	

	
	
	Recommendation:
	Retain for five (5) years after separation from employment, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 

5/21/14  


	850.11  
	
	Administrative Correspondence and Related Supporting Documents (Originals and Duplicates)  
	
	

	
	
	
	
	

	
	
	Dates:
	2007-  
	
	

	
	
	Volume:
	1.5 GB  
	
	

	
	
	Annual Accumulation:
	300 MB  
	
	

	
	
	Arrangement:
	Chronological and Alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of incoming and outgoing correspondence and documents for the departments under the Vice President for Business Affairs that are exchanged by offices of the university, federal/state/county/local offices, other offices external to the institution, and various outside entities/individuals.  
	
	

	
	
	
	
	


	
	
	Recommendation:
	Retain for three (3) years after date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 

as amended

5/21/14  


	850.12  
	
	Attendance Files (Departmental Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	2007-  
	
	

	
	
	Volume:
	Negligible   
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological and alphabetical  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of employees’ request for leave slips, records of office attendance, vacation time requested by office staff, and related correspondence.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for two (2) years after date of generation, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.  
	
	Disposition approved 

as amended

5/21/14  


V.P. FOR ACADEMIC AFFAIRS

ACADEMIC TECHNOLOGY ADVISORY COMMITTEE

	860.01  
	
	Academic Technology Advisory Committee By-Laws (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1996-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of the original by-laws and all related amendments for the University’s Academic Technology Advisory Committee (ATAC).  The Committee is the advisory group for recommending actions and presenting problem areas for consideration in accordance with the interests and needs of the university  
	
	

	
	
	
	
	

	
	
	Recommendation:
	After 10 (ten) years transfer original by-laws and any subsequent amendments to the University Archives for permanent retention.

  
	
	Disposition approved 11/19/14  


  
	860.02  
	
	Academic Technology Advisory Committee Meeting Minutes, Agendas and Attendance (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	50 MB  
	
	

	
	
	Annual Accumulation:
	4 MB  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of minutes, agendas and attendance for all meetings of the Academic Technology Advisory Committee (ATAC).  Also includes any proposals, brochures and laptop initiatives.   
	
	

	
	
	
	
	

	
	
	Recommendation:
	After 10 (ten) years transfer one copy of the minutes and agendas to the University Archives for permanent retention.

  
	
	Disposition approved 11/19/14  


	860.03  
	
	Fiscal Administration Files (Departmental Copies)  
	
	

	
	
	
	
	

	
	
	Dates:
	1997-  
	
	

	
	
	Volume:
	7 Cubic Feet  
	
	

	
	
	Annual Accumulation:
	.25 Cubic Feet  
	
	

	
	
	Arrangement:
	Chronological by fiscal year  
	
	

	
	
	
	
	

	
	
	
This record series consists of the departmental copies of fiscal records including copies of the following: monthly expenditures, purchase orders, requisitions, budget files, budget working files, travel vouchers, related correspondence, reports, budget statements, fund forms, bills, invoices and related vouchers. Originals are maintained by the University’s Vice President for Business Affairs Accounting Office/Comptroller.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain for three (3) years, then destroy in a secure manner or delete from system provided all audits have been completed, if necessary, and no litigation is pending or anticipated.

  
	
	Disposition approved 11/19/14  


VICE PRESIDENT FOR ACADEMIC AFFAIRS

FINANCIAL AID AND SCHOLARSHIPS
900.01
Administrative Correspondence and Reference Files


Dates:  

1976 -


Volume:  
14 Cu. Ft.


Annual Accumulation:  
2 Cu. Ft.


Arrangement:  
Alphabetical by Subject



This record series consists of original and duplicate correspondence and reference material detailing matters of the function, procedures, organization, and transmitting of financial aid documents for the University Office of Financial Aid.  Examples of the types of documents found in this record series include:




(A) memoranda and correspondence;


(B) summaries of testing profiles for loan determination;


(C) publications and informational newsletters on  scholarship programs;


(D) budgetary planning material w/workpapers;


(E) information from the U.S. department of education; and


(F) employee administration forms (injury reports, claim
forms, applications for educational career  opportunities).



Application 84-67, item 23 superseded with no proposed change.


Recommendation:
Retain three (3) years in office, then review file and weed out all materials lacking further administrative value due to supersedure by more current information and dispose of.  Retain all original materials documenting the policy/decision-making functions of the Office of Financial Aid permanently.  Offer such materials retaining continuing to the University Archives for its accessioning upon the expiration of all active administrative reference.

900.02
Annual Report Pertaining to Federal and State Scholarships (Duplicates)


Dates:  

1961 -


Volume:  
6 Cu. Ft.


Annual Accumulation:  
Negligible


Arrangement:  
By Fiscal or Academic Year



This record series consists of forms provided by the Illinois Student Assistance Commission and the U.S. Department of Education and completed by the Office of Financial Aid at the end of each fiscal or academic year to provide statistical information on the application/fiscal operation of E.I.U.'s financial aid program.  



Application 84-67, item 24 superseded with no proposed change.



Recommendation:
Retain five (5) years in office, then transfer to the University Archives for permanent retention.

900.03
Compliance Statement of Educational Purpose (Selective Service)


Dates:

1984 -


Volume:
Negligible


Annual Accumulation:
Negligible


Arrangement:
Chronological by year



In order to receive any money under the Title IV Student Financial Aid Program, a student must complete and sign the Statement of Educational Purpose/Registration Compliance.  This statement requires the student to certify that they are registered with the Selective Service or are not required to be registered (stating reason exempting student from registration).



As a result of the "Improving America's Schools Act of 1994," Section 248, the federal retention period stipulated for grant data under Title IV was decreased from five (5) years to three (3) years.



This application item supersedes item 130.03 of Application 92-78 in order to decrease the retention period from five (5) years to three (3) years.



Recommendation:
Retain in office three (3) years following the date of graduation or last attendance of the respective student(s), then dispose of providing all audits (federal and state) have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

900.04
Default List








Dates:  

1982 -


Volume:  
1/2 Cu. Ft.


Annual Accumulation:  
Negligible


Arrangement:  
Alphabetical by Student's Name



This report received from the university's Accounting Office shows those students attending E.I.U. who are in default in repaying student loans and are therefore not eligible for new awards or scholarships.  Correspondence relating to an individual student's loan repayment history is also included in this record series.  



Application 84-67, item 27 superseded with no proposed change.



Recommendation:
Retain three (3) years in office, 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.

900.05
Disbursement Ledger Printouts


Dates:

1966 -


Volume::
6 Cu. Ft.


Annual Accumulation:
1/2 Cu. Ft.


Arrangement:
Chronological by year



As a result of the "Improving America's Schools Act of 1994," Section 248, the federal retention period stipulated for grant data under Title IV was decreased from five (5) years to three (3) years.



This application item supersedes item 130.05 of Application 92-78 in order to decrease the retention period from six (6) years to three (3) years.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits (federal and state) have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

900.06
Financial Aid Transcripts File


Dates:

1970 -


Volume:
4 Cu. Ft.


Annual Accumulation:
Negligible


Arrangement:
Alphabetical by name



This record series includes transcripts received from other post-secondary educational institutions which indicate all forms of financial aid students receive while attending that institution.



As a result of the "Improving America's Schools Act of 1994," Section 248, the federal retention period stipulated for grant data under Title IV was decreased from five (5) years to three (3) years.



This application item supersedes item 130.06 of Application 92-78 in order to decrease the retention period from five (5) years to three (3) years.


Recommendation:
Retain in office three (3) years following the date of graduation or last attendance of the respective student(s), then dispose of providing all audits (federal and state) have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

900.07
Fiscal Administration File


Dates:  


1976 -


Volume:  
4 Cu. Ft.


Annual Accumulation:  
1/2 Cu. Ft.


Arrangement:  
By Fiscal Year



This record series consists of vouchers (vendor), voucher schedules, deposit slips, purchase orders, paid bills, (etc.) documenting the expenses of the Office of Financial Aid for goods and services provided.  Also included are budget reports and disbursement journals.  



Application 84-67, item 31 superseded with no proposed change.



Recommendation:
Retain six (6) years in office, 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.

900.08
Financial Aid Eligibility and Disbursement Folders (Originals)


Dates:

1978 -


Volume:
100 Cu. Ft.


Annual Accumulation:
17 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of the principal documentation of the application process and the awarding and disbursement arrangements used by the university in administering student financial aid.  This record series (in the form of individual folders set up for each student) consists of the following types of documentation:


(1) Application for Financial Assistance - indicates


name, address, resident status, marital status, ethnic group, type of aid requested, current benefits/aid received (if any), dependency information, family size, statement of educational purpose, and self-supporting student affidavit (if applicable);


(2) Financial Statements - required for federal student


aid and indicates student's name, address, legal residence, student status, household information, income and expense information, asset information, expected income, and college release for sending information and certifications of document authenticity;


(3) tax returns - from student, parent or legal guardian


(as required by type of financial aid applied for);


(4) Award Letters - standardized letters officially notifying applicant of the award of financial as​sistance, type of fund, dates of award disbursement, "conditions of award," and containing Statement of Educational Purpose/Registration Compliance; and


(5) Disbursement Signing Papers - consists of Pell Grant

Commitment Letter or Promissory Note (National Direct Student Loan Program) and Acknowledgment of Receipt which state conditions to be met during term of financial assistance, dates funds are to be disbursed to student/student's account, interest to be charged, and repayment terms; and


(6) Correspondence


As a result of the "Improving America's Schools Act of 1994," Section 248, the federal retention period stipulated for grant data under Title IV was decreased from five (5) years to three (3) years.



This application item supersedes item 130.08 of Application 92-78 in order to decrease the retention period from five (5) years to three (3) years.


Recommendation:
Retain in office three (3) years following the date of graduation or last attendance of the respective student(s), then dispose of providing all audits (federal and state) have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated, and provided all balances as documented have been fully paid and/or settled.

900.09
Financial Aid Request Folders (Rejected or Refused)


Dates:

1979 -


Volume:
92 Cu. Ft.


Annual Accumulation:
20 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of the Office of Financial Aid documentation of those students' applications for financial aid that were rejected/refused due to ineligibility of student, application filed past deadline for processing, or as a result of incomplete information provided on the application.  Record types would include the Application For Financial Assistance, Financial Statements,  tax returns, and correspondence.



As a result of the "Improving America's Schools Act of 1994," Section 248, the federal retention period stipulated for grant data under Title IV was decreased from five (5) years to three (3) years.



This application item supersedes item 130.09 of Application 92-78 in order to decrease the retention period from five (5) years to three (3) years.


Recommendation:
Retain in office three (3) years following the date of rejection/refusal, then dispose of providing all audits (federal and state) have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

900.10
Fund Status Reports


Dates:


1975

Volume:  
16 Cu. Ft.


Annual Accumulation:  
2 Cu. Ft.


Arrangement:  
Chronological by Semester



This record series consists of computer generated reports which are produced at the beginning and end of each semester indicating the balance(s) of student scholarship accounts.  



Application 84-67, item 34 superseded with no proposed change.


Recommendation:
Retain three (3) years in office, 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.

900.11
Student Insurance Record Cards 

Dates:  


1976 -


Volume:  
6 Cu. Ft.


Annual Accumulation:  
1 Cu. Ft.


Arrangement:  
Alphabetical by Student's Name



Application 84-67, item 35 superseded with no proposed change.


Recommendation:
Retain five (5) years from the date of graduation or last attendance of the respective student(s), then dispose of providing all audits have been completed under the supervision of the Auditor General, if necessary, no litigation is pending or anticipated and there are no outstanding claims filed under such insurance.

900.12
Listing of Payment Vouchers for Scholarship Awards


Dates:  

1974 -


Volume:  
2 Cu. Ft.


Annual Accumulation:  
Negligible


Arrangement:  
Chronological by Semester



This record series consists of a print-out listing all students who are receiving scholarship payments from an Illinois Student Assistance Commission scholarship, National Guard Scholarships, and other state scholarships awarded to Eastern Illinois University students.  



Application 84-67, item 36 superseded with no proposed change.


Recommendation:
Retain six (6) years in office, 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.

900.13
Vouchers


Dates:

1978 -


Volume:
12 Cu. Ft.


Annual Accumulation:
2 Cu. Ft.


Arrangement:
Alphabetical by type of Financial Aid



As a result of the "Improving America's Schools Act of 1994," Section 248, the federal retention period stipulated for grant data under Title IV was decreased from five (5) years to three (3) years.



This application item supersedes item 130.13 of Application 92-78 in order to decrease the retention period from six (6) years to three (3) years.


Recommendation:
Retain in office for three (3) years, then dispose of provided all audits (federal and state) have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

900.14
Pell Grant Application Roster


Dates:  


1978 -





Volume:  
4 Cu. Ft.




Annual Accumulation:  
1 Cu. Ft.



Arrangement:  
Chronological by Reporting Period



This record series consists of a report, prepared by the U.S. Dept. of Education, which lists all students attending E.I.U. who have been awarded a Pell Grant for each current academic year.  



Application 84-67, item 41 superseded with no proposed change.



Recommendation:
Retain two (2) years in office, then dispose of.

900.15
Pell Grant Validation Roster (Duplicate)


Dates:  

1973 -


Volume:  
3 Cu. Ft.


Annual Accumulation: 
 Negligible


Arrangement:  
By Fiscal Year



This report, issued by the U.S. Office of Education at the end of each academic year, indicates the total disbursements and ending balances in federally funded student account administered by the Office of Financial Aid.  



Application 84-67, item 42 superseded with no proposed change.



Recommendation:
Retain three (3) years in office, then dispose of.

900.16
Private Scholarship Files


Dates:  

1977 -


Volume:  
8 Cu. Ft.


Annual Accumulation:  
1 Cu. Ft.


Arrangement:  
Alphabetical by student's Name



This record consists of scholarship folders created for those students at Eastern Illinois University who have been awarded private scholarships.  Examples of "private scholarships" are: money willed to an individual to be used for a college education; scholarships awarded by the Illinois Sheriffs' Association; and scholarships made available by private corporations such as Marathon Oil.  Each private scholarship folder contains the scholarship award record, a private scholarship checklist which contains general information regarding the scholarship, memoranda from the Office of Financial Aid to the University Cashier instructing that office to deposit scholarship money into a student's account, form letters from the Office of Financial Aid to the scholarship donor or donating agency/organization verifying the receipt and deposit of scholarship funds into the student's account and correspondence to the students instructing them on procedures to be followed in using the private scholarship and when the funds will be made available to them.  
Application 84-67, item 44 superseded with no proposed change.




Recommendation:
Retain in office for five (5) years the date of graduation or date of last attendance of the respective student(s), 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.

900.17
Promissory Notes (Originals)


Dates:  

1960 -


Volume:  
2 Cu. Ft.


Annual Accumulation:  
Negligible


Arrangement:  
Alphabetical by Student's Name



This record series consists of original promissory notes signed by students who have been awarded a National Direct Student Loan.  The promissory note sets forth the conditions to be met by the student in regard to interest to be paid, repayment schedule, deferment, cancellation procedures, and assignment by the lending institution.  
Application 84-67, item 45 superseded with no proposed change.


Recommendation:
Retain five years in office following closure of account due to final payment of loan or when the account has been closed by virtue of no charge collectible and all possible resources for collection have been exhausted pursuant to provisions of Ill. Rev. Stat. 1991, ch. 15, par. 100. et seq.  (After the student terminates, the second copy of the note is sent to Bursar's office for tracking.)

900.18
Satisfactory Progress Files (Duplicates)


Dates:  

1976 -


Volume:  
3 Cu. Ft.


Annual Accumulation:  1/2 Cu. Ft.


Arrangement:  

Chronological by Semester



This record series consists of reports received from the Registration Office and the Registrar's containing information on total semester hours, courses registered, and final grades issued for courses completed for those students receiving financial assistance at E.I.U.  This information is used to monitor "satisfactory progress" towards graduation which is a condition or requirement students must meet to remain eligible for financial aid.  



Application 84-67, item 48 superseded with no proposed change.



Recommendation:
Retain three (3) years in office, then dispose of.

900.19
Scholarship Index Cards


Dates:  

1970 -


Volume:  
3 Cu. Ft.


Annual Accumulation: 
 Negligible


Arrangement:  
Alphabetical



Each student who is receiving financial aid while attending Eastern Illinois University has a "scholarship card" created for use by the Financial Aid Office to provide reference to the student's usage of the original scholarship (or subsequent forms of financial aid).  Information indicated on a scholarship card includes: student's name and social security number; type of scholarship; duration of scholarship; and semesters for which scholarships were applied.  This record series also includes computer cards and tapes which monitor the usage of the scholarship.  



Application 84-67, item 49 superseded with no proposed change.


Recommendation:
Retain five (5) years after date of graduation or date of last attendance of the respective student(s), 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.

900.20
Scholarship Lists 


Dates:  

1976 -


Volume:  
4 Cu. Ft.


Annual Accumulation:  
1/2 Cu. Ft.


Arrangement:  
Chronological



This record series consists of a print-out indicating students receiving some form of financial aid while attending Eastern Illinois University.  



Application 84-67, item 50 superseded with no proposed change.



Recommendation:
Retain three (3) years in office, then dispose of.

900.21
Student Loan Files (Originals)


Dates:

1970 -


Volume:

120 Cu. Ft.


Annual Accumulation:
8 Cu. Ft.


Arrangement:
Alphabetical by name



This record series consists of folders created for each student at EIU who has been awarded a National Direct Student Loan or a National Defense Loan.  Document Types found in a file are:


(a)
promissory notes;


(b)
address forms;


(c)
student deferment forms;


(d)
phone sheets;


(e)
financial aid eligibility and disbursement forms for NDSL loans


(f)
teacher education cancellations; and


(g)
Truth in Lending Statements.



As a result of the "Improving America's Schools Act of 1994," Section 248, the federal retention period stipulated for grant data under Title IV was decreased from five (5) years to three (3) years.



This application item supersedes item 130.21 of Application 92-78 in order to decrease the retention period from five (5) years to three (3) years.


Recommendation:

After student graduates or terminates enrollment, transfer the records to the Bursar's Office for a retention period of three (3) years after full repayment of loan obligation and providing all audits (federal and state) have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

900.22
Tape Exchange Program Correspondence


Dates:  

1976 -


Volume:  
Negligible


Annual Accumulation:
Negligible


Arrangement: 
Chronological by Year





This record series consists of correspondence between the Office of Financial Aid and the Illinois Student Assistance Commission exchanged for the university's temporary acquisition of computer tapes from ISAC containing scholarship payment data for the purpose of updating its own scholarship data base.  Formatting information and samples of printouts generated from the data base are also included within this record series.   



Application 84-67, item 53 superseded with no proposed change.



Recommendation:
Retain three (3) years in office, then dispose of.

900.23
Transaction Reports


Dates:  

1979 -


Volume:  
2 Cu. Ft.


Annual Accumulation: 
Negligible


Arrangement:  
Chronological by Month



This report, produced monthly, summarizes all transactions which occur in the Office of Financial Aid's operating budget and the accounts for students receiving financial aid.  



Application 84-67, item 54 superseded with no proposed change.




Recommendation:
Retain three (3) years in office, 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.    

900.24
Tuition Waiver Files (Institutional Waiver)


Dates:  

1980 -


Volume:  
2 Cu. Ft.


Annual Accumulation:  
1 Cu. Ft.


Arrangement:  
Alpha and by Name, Chronological and Year



This record series consists of waivers of tuition fees for:


(A) Cooperative Teacher Program participants;


(B) faculty members;


(C) Civil Service employees;


(D) spouse/children of deceased employees; and


(E) Graduate Assistants.



Application 84-67, item 55 superseded with no proposed change.



Recommendation:
Retain five (5) years in office, 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.

900.25
"Two Scholarship" Letters


Dates:  

1983 -


Volume:  
1/4 Cu. Ft.


Annual Accumulation:  
Negligible


Arrangement:  
Alphabetical by Student's Name





This record series consists of a form letter used by the Financial Aid Office to notify a student that he/she has been awarded two or more scholarships which run concurrently and that they are allowed only one scholarship and must indicate to the Financial Aid Office which one they choose to use for the upcoming semester/entire year.  



Application 84-67, item 56 superseded with no proposed change.



Recommendation:
Retain two (2) years in office, then dispose of providing no litigation is pending or anticipated.

900.26
Work Assignment Record (Student Employment)


Dates:  

1963 -


Volume:  
16 Cu. Ft.


Annual Accumulation:  
8 Cu. Ft.


Arrangement:  
Alphabetical by Student's Name



This record series serves as the Office of Financial Aid's principal record of all work assignments, dates of employment, supervision, classification, rates of pay, and job ratings given to students under the university's student employment program.  



Application 84-67, item 58 superseded with no proposed change.


Recommendation:
Retain for five (5) years after the date of graduation or date of last attendance of the respective student(s), 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.

900.27
Work Study/Student Employment Files (Originals)


Dates:

1978 -


Volume:

20 Cu. Ft.


Annual Accumulation:
3 Cu. Ft.


Arrangement:
Alphabetical by name



The Office of Financial Aid administers the Federal Work Study Program and the Student Employment Program which are the two principal programs on campus which permit students to defray tuition expenses by an employment assignment.  This record series consists of the work study/ student employment files created for each student in either of these two (2) programs.  A typical file includes the following document types: work authorization form; commitment letter (signed by student); interview form; student employment/assignment authorization; work-study student rights and responsibility information sheet; and job rating/termination evaluations.  The university's Payroll Office and the fiscal agent of the employing department also maintain copies of the student employment/assignment authorization.



As a result of the "Improving America's Schools Act of 1994," Section 248, the federal retention period stipulated for grant data under Title IV was decreased from five (5) years to three (3) years.



This application item supersedes item 130.27 of Application 92-78 in order to decrease the retention period from five (5) years to three (3) years.


Recommendation:
Retain in office three (3) years following the date of graduation or date of last attendance of the respective student(s), then dispose of providing all audits (federal and state) have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

900.28
General Assembly Scholarship Program Files


Dates:  

1980 -


Volume:  
8 1/2 Cu. Ft.


Annual Accumulation:  
2 Cu. Ft.


Arrangement:  
Alphabetical by Recipient Name



This record series consists of copies of award letters sent to students by the Illinois State Board of Education notifying them of the obtainment of a General Assembly Scholarship.  



Application 84-67, item 60 superseded with no proposed change.


Recommendation:
Retain three (3) years, following expiration of the scholarship, 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.

VICE-PRESIDENT FOR ACADEMIC AFFAIRS
FINANCIAL AID AND SCHOLARSHIPS
910.01
Grant-In-Aid Files 


Dates:  

1982 -


Volume:  
12 Cu. Ft.


Annual Accumulation:  
6 Cu. Ft.


Arrangement:  
Alphabetical by Department



This record series consists of forms/documents created for the awarding and disbursement of grants-in-aid and talented student awards issued by the academic departments.  Types of records contained in this record series are:


(1) award forms - for TSA's and Grants-In-Aid;


(2) payment vouchers for Grants-In-Aid;


(3) deposit forms (duplicate) for award/grant reimbursement;


(4) GIA-TSA change or termination form;


(5) annual renewal forms; and


(6) departmental TSA-GIA account sheets - indicates


monetary balance in each academic department's account for GIA-TSA awards.  



Application 84-67, item 61 superseded with no proposed change.


Recommendation:
Retain five (5) years in office following graduation or date of last attendance, then dispose of providing all audits have been completed under the supervision of the Auditor General, if necessary, no litigation is pending or anticipated, and providing all accounts documented by the series are closed by virtue of no outstanding balances due for collection.

FINANCIAL AID - STUDENT SERVICES BLDG.

FINANCIAL AID AND SCHOLARSHIPS

920.01
Listings of Emergency Loans Issued     


Dates:  

1980 -


Volume:  
1 1/2 Cu. Ft.





Annual Accumulation:  
Negligible


Arrangement:  
Alphabetical by Student's Name



Application 84-67, item 62 superseded with no proposed change.



Recommendation:
Retain three (3) years in office, 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.

920.02
Student Loan Eligibility and Application Files


Dates:

1979 -


Volume:
52 1/2 Cu. Ft.


Annual Accumulation:
9 Cu. Ft.


Arrangement:
Chronological by year, Alphabetical by name



This file series consists of pending, approved, canceled/withdrawn, and rejected applications for student loans, the bulk of which include those applications submitted under the Federal and State Guaranteed Loan programs.  Supporting documents included within this file series are completed Guaranteed Student Loan Needs Test forms and completed Guaranteed
 Loan Preparation Sheets with the inclusion of students' and occasionally parents' copies of income tax returns and related correspondence.  This record series serves only as an application or eligibility criteria establishment file and as such contains no reference to the loan accounts repayment liability balances.  The Illinois Student Assistance Commission maintains the original loan recipient case files for the Illinois Guaranteed Loan Program for seven (7) years following the final payment or settlement of the respective loan accounts per provisions of Application #81-83 M/E.  



As a result of the "Improving America's Schools Act of 1994," Section 248, the federal retention period stipulated for grant data under Title IV was decreased from five (5) years to three (3) years.



This application item supersedes item 150.02 of Application 92-78 in order to decrease the retention period from five (5) years to three (3) years.


Recommendation:
Retain in office three (3) years following the date of latest termination of enrollment of the respective student(s), then dispose of providing all audits (federal and state) have been completed under the supervision of the Auditor General, if necessary, and no litigation is pending or anticipated.

FINANCIAL AID AND SCHOLARSHIPS

930.01
Federal Veterans' Scholarship Program Files


Dates:  

1977 -


Volume:  
11 Cu. Ft.


Annual Accumulation:  
1 1/2 Cu. Ft.


Arrangement:  
Alphabetical



Eligible veterans are entitled to 45 months of educational benefits from the U.S. Veterans Administration.  This record series consists of the Veterans Application for Educational Benefits (VA form #22-1990) which is completed by the student and evaluated by the Veterans Administration to determine eligibility and amounts of educational benefits to be paid to the student; the Enrollment Certification (VA form #22-1999) which is completed jointly by the student and the Office of Veterans' Services to certify enrollment in an educational program which meets the requirements of the federal veterans scholarship program; the Request for Change of Program or Place of Training (VA form #22-1995) which is completed when the student wishes to transfer to another university or change his/her educational, professional, or vocational objective; and Declaration of Marital Status (VA form 21-686c) which is used to determine the number of dependents for subsistence benefits.

  



Application 84-67, item 65 superseded with no proposed change.


Recommendation:
Retain three (3) years after graduation or date of last attendance, 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.

930.02
Illinois Veterans Scholarship Program Records [(IVS Form (3) - IVS Form (5)] 


Dates:  


1980 -

Volume:  
11 Cu. Ft.


Annual Accumulation: 
3 Cu. Ft.


Arrangement:  
By Year - then Alphabetical by Name



This record series consists of the Application form for a Illinois Veterans' Scholarship which provides the basic information necessary to determine veterans' eligibility for this type of financial assistance; and the Verification of Award Eligibility which is submitted to the Illinois Department of Veterans Affairs to notify that agency that E.I.U.  has awarded a student an IVS.  The funds for an Illinois Veterans' Scholarship are provided to the University by the Department of Veterans Affairs.  This record series also includes copies of veteran's discharge forms from the armed services (DD214's), fee charts, and miscellaneous billing documents.  



Application 84-67, item 66 superseded with no proposed change.


Recommendation:
Retain three (3) years after graduation or date of last attendance, 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.

930.03
Illinois Veterans' Scholarship Status Report (Microfiche)(Duplicate)


Dates:  

1980 -


Volume:  
2 Cu. Ft.


Annual Accumulation:  
1/4 Cu. Ft.


Arrangement:  
Chronological by Semester



This record series consists of microfiche cards received from the Illinois Department of Veterans' Affairs at the end of each semester. These cards indicate the names of all veteran/students receiving financial aid from the Illinois Veterans' Scholarship Program and how many points each veteran/student has used under the IVS program.  Each eligible veteran can receive educational benefits up to the accumulation of 120 points or 12 years from the date he/she begins to receive benefits under the program, ​whichever occurs first.  



Application 84-67, item 67 superseded with no proposed change.


Recommendation:
Retain until updated or superseded, then dispose of.

V.P. FOR ACADEMIC AFFAIRS

FACULTY SENATE

	940.01  
	
	Faculty Senate By-Laws (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1985-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of the original by-laws and all related amendments for the University’s Faculty Senate.  The Faculty Senate is the governing body elected by the faculty with the responsibility of recommending actions and presenting problem areas for consideration in accordance with the interests and needs of the faculty of the university.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Transfer originals and any subsequent amendments to the University Archives for permanent retention.  
	
	Disposition approved 3/19/14  


  
	940.02  
	
	Faculty Senate Constitution (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1985-
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of the original Faculty Senate Constitution and any related amendments.

  
	
	

	
	
	Recommendation:
	Transfer originals and any subsequent amendments to the University Archives for permanent retention.

  
	
	Disposition approved 3/19/14  


	940.03  
	
	Faculty Senate Meeting Minutes, Agendas, and Attendance (Originals)  
	
	

	
	
	
	
	

	
	
	Dates:
	1985-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of original minutes, agendas, and attendance records for all meetings of the Faculty Senate.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Transfer originals and any subsequent amendments to the University Archives for permanent retention.

  
	
	Disposition approved 3/19/14  


V.P. FOR ACADEMIC AFFAIRS

RADIATION SAFETY

	950.01  
	
	Radioactive Materials Inventories  
	
	

	
	
	
	
	

	
	
	Dates:
	1988-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of required inventories of all radioactive materials possessed by the University under authorization from Radioactive Material License IL-01021-01 issued by the State of Illinois.    
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain permanently.

  
	
	Disposition approved 8/19/15  

	950.02  
	
	Radioactive Materials Sealed Source Leak Test Records  
	
	

	
	
	
	
	

	
	
	Dates:
	1988-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of records retained on the required leak tests of certain sealed radioactive sources possessed by the University under authorization from Radioactive Material License IL- IL-01021-01 issued by the State of Illinois.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain permanently.

  
	
	Disposition approved 8/19/15  

	950.03  
	
	Radioactive Materials Survey Instrument Calibration Records  
	
	

	
	
	
	
	

	
	
	Dates:
	1988-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of radiation survey instrument calibrations
 performed by the University Radiation Safety Officer under authorization from
Radioactive Material License IL-01021-01 issued by the State of Illinois.    
	
	

	
	
	
	
	

	
	
	Recommendation:             
	 Retain permanently.

  
	
	Disposition approved 8/19/15  


	950.04  
	
	Radioactive Materials Area Survey Records  
	
	

	
	
	
	
	

	
	
	Dates:
	1988-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of required area surveys of all areas where radioactive materials are used or stored by the University under authorization from Radioactive Material License IL-01021-01issued by the State of Illinois.    
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain permanently.

  
	
	Disposition approved 8/19/15  

	950.05  
	
	Radioactive Materials Receipt, Transfer, and Disposal Records  
	
	

	
	
	
	
	

	
	
	Dates:
	1988-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of required records of receipt, transfer, and disposal of all radioactive materials possessed by the University under authorization from the Radioactive Material License IL-01021-01 issued by the State of Illinois.    
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain permanently.
  
	
	Disposition approved 8/19/15  


	950.06  
	
	Radioactive Materials Licenses, License applications, and amendment Requests  
	
	

	
	
	
	
	

	
	
	Dates:
	1988-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of the Radioactive Material License IL-01021-01 issued by the State of Illinois and the application and amendment requests submitted to obtain the license.  
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain permanently.  
	
	Disposition approved 8/19/15  


	950.07  
	
	Radiation Safety Training Records  
	
	

	
	
	
	
	

	
	
	Dates:
	1988-  
	
	

	
	
	Volume:
	Negligible  
	
	

	
	
	Annual Accumulation:
	Negligible  
	
	

	
	
	Arrangement:
	Chronological  
	
	

	
	
	
	
	

	
	
	
This record series consists of required training records retained for each user of radioactive materials under authorization from Radioactive Material License IL-01021-01issued by the State of Illinois.    
	
	

	
	
	
	
	

	
	
	Recommendation:
	Retain permanently.
  
	
	Disposition approved 8/19/15  
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This item 360.23 CANCELLED


SEE Item 260.19 APP. 96-32ff
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This Item 390.27 cancelled, SEE


96-32M Item 


390.30





Disposition


Approved


5/20/98








Disposition


Approved


5/20/98








Disposition


Approved


5/20/98








Disposition


Approved


5/20/98








Disposition


Approved


5/20/98








Disposition


Approved


5/20/98








Disposition


Approved


5/20/98








Disposition


Approved


5/20/98








Disposition


Approved


5/20/98








Disposition


Approved


5/20/98








Disposition


Approved


5/20/98








Disposition


Approved


5/20/98








THIS ITEM 400.10 CANCELLED – SEE ITEM 400.16 
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THIS ITEM 560.01 CANCELLED.





SEE ITEM 560.08 OF 96-32(HH)
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THIS ITEM 560.02 CANCELLED.





SEE ITEM 560.09 OF 96-32(HH)
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THIS ITEM 560.04 CANCELLED.





SEE ITEM 560.10 OF 96-32(HH)








Disposition


Approved


5/20/98








Disposition


Approved


5/20/98








THIS ITEM 560.06 CANCELLED.





SEE ITEM 560.11 OF 96-32(HH)
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ITEM 640.03 Cancelled SEE 96-32Z Item 640.14
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ITEM 640.12 CANCELLED SEE ITEM 640.17 OF APP 96-32II
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690.14





This Item 690.14 CANCELLED.  SEE Application 10-12, Item #2
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Moved from 02-62  (VPUA 190 series)





MOVED FROM 92-78  130.01 THRU 160.03 NOW 900.01 THRU 930.03 App 96-32
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