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1.0 Policy Statement

Information is a corporate asset and Africa University records are important sources of
administrative, evidential and historical information. The University recognizes that the
efficient management of its records, regardless of form and medium, is essential to
support its core functions to comply with its legal and regulatory obligations and to
contribute to the effective overall management of the institution. This document
provides the policy framework through which effective records management can be
achieved and audited.

As a private institution, Africa University is subject to The Companies and Other
Business Entities Act [Chapter 24:31] and must comply with other national statutes that
may from time to time be developed for the management of records.

2.0 Scope

This Policy applies to all records, including hard and electronic records, created, received
or maintained by the staff of the University in the course of carrying out corporate
functions. The Policy applies to all aspects of the University’s records including hard
and electronic, personal, academic and student records, policy files, financial and
procurement records, projects and confidential (health records) created and received
during the conduct of the business. The scope also includes all information systems used
to create records including e-mail, database applications, graphic designs and websites.

3.0 Records Procedural Principles

The full lifecycle of records management at Africa University is based upon the
principles for effective records management: These are:

e Africa University records must be timely and routinely created and captured,
be readily locatable and be authentic;

e Africa University records will be managed to ensure they are reliable and easily
identifiable, are  protected and accessible only to those with
authorization and are retained appropriately to ensure they are retrievable as
long as they are needed;

e Africa University records will only be disposed of once authorized and that
disposal will be recorded and timely.

4.0 Records Management Process

The University shall put in place a Records Management System that documents all
activities providing fast and easy retrieval of information and to support this, the system
shall include:
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4.1 Records creation and capture

411

4.1.2

4.1.3

414

The University shall create and maintain records that document its
business transactions and all such records shall provide full and
detailed information regarding activities carried out;

All official records created by the University shall be authentic,
reliable and unaltered and shall have sufficient value to support the
business process to which they narrate;

Records shall be reliable and trusted as accurate representations of the
activities which led to their creation;

Other records are created through mail, website and social media
among others.

4.1.4.1 Mail Management
4.1.41.1 The University shall adhere to mail management
standards and processes to cater for incoming,
outgoing delivered mail. An audit trail shall be
kept for all the mail. All mail will be processed
through the ICT department or other designated

offices.

4.1.4.2 Website-Related Documents

4.1.4.2.1 Departments are advised that records created or
posted to websites, including externally hosted
websites, are subject to the same electronic records
requirements as records created or maintained on
internal, non-web-based electronic records
management system.

4.1.4.2.2 Retention of technical documentation of the
design, construction, and use of the website,
including a general description of the site’s
purpose, descriptions of major features and
sections, diagrams and descriptive lists of links,
descriptions of data sources, sporadic screen
dumps of major pages and electronic snapshots of
web pages;

4.1.4.2.3 Websites that offer users transactional
opportunities must be able to retain and provide
access to all data related to such transactions.
Examples of transactional opportunities include
internal online business applications.
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4.1.4.3 Social Media Records
4.1.4.3.1 Departments that use social media should be aware
that social media sites which contain
communications sent to or received by Africa
University are subject to the same electronic
records management requirements discussed
throughout this policy. Therefore, departments
need to ensure procedures are executed to allow
for:
4.1.4.3.1.1 Review of third party social media service
provider’s terms of service for its records
retention practices;
4.1.4.3.1.2 Retention of a copy of the social media
content in accordance with the agency’s
records retention schedule.

4.2 Records Classification
4.2.1 The University shall develop a functional file classification scheme to
facilitate filing and arrangement of records. The functional
classification is initiative undertaken to ensure filing of records in
accordance with business functions, activities and processes in the
University.

4.3 Storage and handling

4.3.1 The University shall ensure that its records are stored in a facility that
ensures security and preservation;

4.3.2 The University shall facilitate maintenance of backup of records
through cross storing of records that may not be immediately disposed.
Records will also be kept through scanning hard copies to be kept as
digital/electronic records;

4.3.3 The University shall put in place procedures and standards to facilitate
proper handling, retrieval and use of the records to retain their
authenticity.

4.4 Access, retrieval and use
4.4.1 The University shall develop access regulations to ensure that its
records are accessed, retrieved and used by authorized personnel.

4.5 File tracking mechanism
4.5.1 The University shall document the circulation of its records to ensure
that files are always located when required. This will be done by
having appropriate file location tracking mechanisms that may record
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the item identifier, file title, the person/unit having possession of the
item and the date of movement.

4.6 Appraisal, retention and disposition
4.6.1 The University shall develop a retention and disposal schedule to
guide the appraisal of its records with the aim of retaining them as long
as necessary and disposing those whose retention period has matured
appropriately.

4.7 Protection of Records

4.7.1 The University shall protect its records physically and intellectually
throughout their lifecycle to ensure their survival for as long as they
are needed as evidence and information in the past and present. The
intellectual security mechanisms include coming up with access and
security classification of all records at the file level. Records will be
classified into open and confidential records. Open/unclassified
records will have no access restrictions whilst the confidential records
will be accessed only by authorized officers.

4.8 Training and awareness

4.8.1 The University shall regularly organize records management
campaigns, raise awareness for its officers. It will also contribute to
the training and development of Records Personnel (including other
officers with records management responsibilities) The University
shall ensure that all action officers are trained on Records
Management Policies, Procedures and shall conduct or arrange
training to equip staff with Records Management skills for efficient
performance of records management obligations.

4.9 Utilization of Information Technology
4.9.1 The University archives, Registry and ICT shall implement
appropriate information technology records management systems in
collaboration with all stake holders.

5.0 Policy Implementation
5.1 The University shall put in place necessary structures and resources to ensure
effective  implementation, management, use, compliance, monitoring, and
adherence to this Policy.

6.0 Implementation
6.1 This policy will be realized by the development of the following:
6.1.1 a retention/disposal schedules to regulate how long records are
retained by the University; (attached to this policy as Appendix 1)
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6.1.2 a records management procedures manual to establish standard
operating procedures for every University record; (Review of current
Standard Operating Procedures)

6.1.3 a vital records policy to protect those records which are critical for
the smooth operation of the institution;

6.1.4 Classification Scheme of all University Records. (list of records
classes/series attached to this policy as Appendix 2)

7.0 Responsibilities
7.1 Registrar
7.1.1 The University Registrar shall have the overall responsibility for the
University’s Records Management Policy implementation.
7.2 Legal Office
7.2.1 The Legal Office shall be responsible for updating the Records
Management Committee on developments regarding legal and
statutory environment that may impact on records keeping and records
management practices.
7.3 ICT Department
7.3.1 The ICT Department is responsible for supporting good Records
Management by providing guidance and codes of conduct on the use
of ICT systems. It is also responsible for the security of data held
electronically and ensuring that it is backed up in accordance with
University policy;
7.3.2  Minimized risk of unauthorized modification or deletion of electronic
records
7.3.3 Ensure that only authorized personnel have access to electronic
records
7.3.4 Personnel are trained in how to safeguard sensitive or classified
electronic records
7.4 Head of Units/Departments/Colleges
7.4.1 Heads of Units /Departments/Colleges shall ensure compliance with
the Policy with respect to their records. This shall include having in
place measures and processes to manage risks associated with their
records in accordance with the University Policy.
7.5 Registry and University Archives
7.5.1 The Registry and University Library shall be responsible for setting
and implementing the records management processes to raise and
maintain standards of records keeping and information management
within the University through:
7.5.2 Ensuring that records management policies and standards are kept up
to date and are relevant to the needs and obligations of the University;
7.5.3 Developing appropriate procedures and guidelines to underpin the
policies and standards;
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7.5.4 Communicating procedures and guidance on records keeping and

information management within the University.
7.6 Records Management Committee

7.6.1 The University shall establish a Records Management Committee to
facilitate and coordinate the implementation of the records
management programme, which will be undertaken to meet the
requirements of this policy. The Committee shall comprise
of representatives from Colleges, Departments and Units.

7.6.2 The Committee shall be responsible for assessing and approving
proposals for disposal of records.

8.0 Legislative Framework
8.1 This policy has been formulated within the context of the following documents:

e The Companies and Other Business Entities Act [Chapter 24:31]
e 1SO 15489:2016
e 1SO 16175-1&2:2020
e Africa University Standard Operating Procedures (SOPSs)

9.0 Definitions

Access: right, opportunity, means of finding, using, or retrieving information.

Accountability: principle that individuals, organizations, and the community are
responsible for their actions and may be required to explain them to others.

Disposition: range of processes associated with implementing records retention,
destruction or transfer decisions which are documented in disposition authorities or other
instruments.

Document: recorded information or object which can be treated as a unit.

E-record: is defined as information that is recorded in a form that only a computer can
process. E-records include numeric, graphic, and text information that may be recorded
on any medium capable of being read by a computer.

Preservation: processes and operations involved in ensuring the technical
and intellectual survival of authentic records through time.

Record/s: information created, received, and maintained as evidence and information by

an organization or person, in pursuance of legal obligations or in the transaction of
business.

Records management: field of management responsible for the efficient and systematic
control of the creation, receipt, maintenance, use and disposition of records, including
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processes for capturing and maintaining evidence of and information about business
activities and transactions in the form of records.

Records retention: is a practice by which organizations maintain confidential records
for set lengths of time, and then employ a system of actions to either redirect, store or
dispose of them.

Records system: information system which captures, manages and provides access to
records through time.

10.0 Policy Review
10.1 This policy shall be reviewed every five years or as is necessary by the Records
Management Committee.

References and Legislation

Africa University Archives Policy in Library Policy (2020)
Africa University Standard Operating Procedures

ISO 15489: 2016 - Records Management Standard

ISO 16175-1&2:2020 - Principles and functional requirements for records in electronic
office environments

The Companies and Other Business Entities Act [Chapter 24:31]

CONTACT INFORMATION

Policy Custodian Registrar, redistrar@africau.edu

Implementing Office Registrar, redistrar@africau.edu

Policy Approved: Signature .../ [.......... ..... Date ...70. 50,

Vice Chancellor
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AFRICA

A Unired Methodist-Related Instirurimf
“INVESTING IN AFRICA’S FUTURE”

RETENTION AND DISPOSAL SCHEDULE

Preamble

A retention and disposal schedule is a legal instrument which authorizes the disposal of records. It is a formal instrument which identifies and
ascribes value to university records by spelling out the minimum retention periods for a record or a records series. Retention and disposal schedules
are simply lists of records for which predetermined disposal dates have been established. Retention and disposal schedules are instruments which
support the Records Management Policy. This schedule is modelled against ISO 15489:2016 (Records Management Standard), local legislation on
Information Management and procedure of records management and ISO 16175-1 & 2:2014 - Principles and functional requirements for records in
electronic office environments. This list is not an exhaustive list of all records generated by the University. University Departments/ Offices are
encouraged to inform the University Archives when new records/ records series arise within the institution.

Purpose

The rationale of this retention and disposal schedule is to control the disposal of university information sources by providing a legal authorization
for the continuous retention of vital records or the disposal of ephemeral records once their useful value has diminished. This schedule will assist
the University by minimizing risks incurred by premature destruction or loss of records of long term value (vital records/historical records/legal
records) and also reducing the burden (cost) of storing ephemeral records. The schedule is applicable to records in any format.

Records Series: A records series is a level of arrangement of the files and other records of an organization or individual that brings together those
documents relating to the same function or activity or having a common form or some other relationship arising from their creation, receipt or use.
Also known as a file series, records series or class e.g. accounting and Financial Records/ Human Resources Records/ Administrative Records
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ACCOUNTING & FINANCIAL RECORDS

RECORDS SERIES TITLE RETENTION DISPOSITION
PERIOD
Accounts Payable Documentation 7 years or until Controller
) . audit is complete,
Records related to payment or receipt of financial | 1 hever is greater
obligations not included in the e-Request and e-
Travel systems. Destroy - Secured
Accounts Receivable Documentation 7 years or until audit | Controller

Amounts due from others on open accounts as a
result of providing goods or services.

is complete,
whichever is greater

Destroy - Secured

Audits, External

Permanent
Archival Review

Review for continuing historical value and potential
transfer to University Archives.

Bad Debt Documentation

Overdue account payments for services rendered
(e.g. library fines, parking tickets, loans)

7 years or until audit
is complete,
whichever is greater

Destroy - Secured

Local units maintain the record of payments for
services rendered (accounts receivable). If the
account goes into collections, then the
documentation should be sent to the Bursar’s
Office.

Banking Documentation

Including records of deposits, periodic statements
of balance, canceled checks and reconciliation
documentation

7 years or until audit
is complete,
whichever is greater

Destroy - Secured

Controller
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Tenders: Accepted

Tenders may be conducted via a Request for
Proposal (RFP), Request for information (RFI),
Request for Tender (RFT), and reverse auction
among other means.

Active + 8 years
Destroy - Secured

Active = life of associated contract.

University Purchasing conducts the tenders, in most
but not all instances, and it is their responsibility to
maintain the associated documentation. Purchasing
does not conduct the tenders for the Office of
Sponsored Projects, Facilities, Design and
Construction.

RECORDS SERIES TITLE

RETENTION
PERIOD

DISPOSITION

Tenders: Rejected

Tenders may be conducted via a Request for Proposal
(RFP), Request for information (RFI), Request for

Tender (RFT), and reverse auction among other means.

7 years or until audit
is complete,
whichever is greater

Destroy - Secured

University Tender Committee conducts the tenders, in
most but not all instances, and it is their responsibility
to maintain the associated documentation. Purchasing
does not conduct the tenders for the Office of
Sponsored Projects, Facilities, Design and
Construction.

Budget Planning File

Active +7 years or
until audit is
complete,
whichever is greater

Destroy - Secured

Active = while budget is current.

Original maintained by University Budget Office.

Cash Register Tapes

7 years or until audit
is complete,
whichever is greater
Destroy - Secured

Controller

Chart of Accounts
An institutional list of the accounts and their

identification coding.

7 years or until audit
is complete,
whichever is greater

Destroy - Secured

Controller
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Cost Accounting Documentation Controller
Records analyzing the cost of producing certain Destroy - Secured

items or performing certain tasks.

Credit Card Receipts Controller

7 years or until audit
is complete,
whichever is greater

Destroy - Secured

Endowment Fund Reports, Annual

Annual report of funds received and expended by
endowment accounts. May be in form of report
to donors.

Active + 6 years

Archival Review

Active = while endowment exists.

Review for continuing historical value and potential
transfer to University Archives.

RECORDS SERIES TITLE RETENTION DISPOSITION
PERIOD
Endowment Fund Reports, Annual Permanent Active = while endowment exists.

Annual report of funds received and expended by
endowment accounts. May be in form of report
to donors.

Archival Review

Review for continuing historical value and potential
transfer to University Archives.

Financial Accounting Statement

Issued monthly by the Bursar who has official
record; profiles record of expenses, income, and
balances for each account

7 years or until audit
is complete,
whichever is greater
Destroy - Secured

Controller




AU/Policy/REC/RDSchedule/2022- ANNEX A

Financial Disclosure Statement 7 years or until audit Controller
"Related party/Conflict of Interest Disclosure 1s;0r}111p letg,

Statement” or form to show compliance with A.U whichever 1s greater

Ethics Law, generally accepted accounting Destroy - Secured

principles, and Human Resources Policy

Financial Reconciliation Documentation Controller

Reconciliation of department records to general
ledger reports.

7 years or until audit
is complete,
whichever is greater

Destroy - Secured

Financial Report, Annual

Consolidated year-end report of financial
documentation showing assets and liabilities,
broken down by major funding areas, such as
academic and student services areas.

7 years or until audit
is complete,
whichever is greater

Destroy

Review for continuing historical value; Business &
Finance's Office provides Archives with official copy.

Financial Reports, Interim 7 years or until audit Controller

A report of institutional assets, liabilities, g}fgﬁlep\}gei’s reater

expenditures, income and equities. A periodic &

report, not the year-end report. Destroy

RECORDS SERIES TITLE RETENTION DISPOSITION
PERIOD

Fixed Assets Machinery & Equipment

Documentation

Records related to the purchase, maintenance and
disposition of machinery and equipment.

Life of the asset plus
one fiscal year

Destroy

Active = while machinery or equipment is owned
by the University.

This record series is also known as "Inventory
Control Record."
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Journals, Cash

7 years or until audit Controller
Documentation of institutional cash transactions is complete,
and petty cash transactions, including whichever is greater
disbursements and receipts. Destroy - Secured
Journals/Ledgers, Annual 7 years or until audit | Controller
Records used to transfer charges between accounts | 1S complete,
and for summarizing account information. whichever is greater
Payroll Certification Permanent Controller

Form that affirms an employee is on the payroll
and should receive payment.

Destroy - Secured

Payroll Processing Checklist, Bi-weekly and
Monthly
Local copies of documentation (e.g. delivery slips,

receipts) scanned into the eRequest system.

4 years
Destroy - Secured

Service Centers are required to complete the monthly
and/or biweekly checklists when processing each
payroll and retain them with the reports used to
reconcile to the general ledger each month. These
records are only maintained by local units if they do
not use a Service Center.

Purchase Orders (POs)

Active + 8 years
Destroy - Secured

The University’s Business Office and Finance is the
office of records, and local units should not be
maintaining copies of Purchase Orders.

RECORDS SERIES TITLE

RETENTION
PERIOD

DISPOSITION

Registers, Bond

Listing of bonds sold, usually for building
projects, showing purchaser, date redeemed,
interest due, etc.

Active + 6 years

Destroy - Secured

Active = while bonds are active.
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4 years controller
Royalty Payments
Destroy - Secured
Time-keeping Documentation 5 years Controller

Includes documentation (such as timesheets or
time input forms) of staff, work-study students,
and non-work-study students

Destroy - Secured

Travel Reimbursement Support
Documentation - Travel: Local Copy

Local copies of documentation for reimbursement
to university employees for university related
travel.

60 Days

Destroy - Secured

This paper documentation is maintained for quality
control purposes. The University's Business Office
and Finance is the office of record and is responsible
for maintaining the documentation for 4 years in the
enterprise accounting system.

ADMINISTRATIVE RECORDS
RECORDS SERIES TITLE RETENTION DISPOSITION
PERIOD
Accreditation Files 10 years Review for continuing historical value and potential

University, college or department files
documenting accreditation review by
accrediting agencies.

Archival Review

transfer to University Archives.

Advertising

5 years

Archival Review

Review for continuing historical value and potential
transfer to University Archives.
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Annual Reports

Annual report of the originating department.

3 years

Transfer to
University Archives

One (1) copy must be transferred to the
University Archives. All others may be
destroyed.

Audits, Internal

4 years

Destroy - Secured

n/a

Camp Registration Form

1 year

Destroy - Secured

If incident occurs, record is covered under retention
for "Incident/Accident Reports"

Customer Service Call 1 year n/a
The entire recorded telephone call that Destroy - Secured

comes in to a customer service center

Environmental Monitoring Records 5 years n/a

Destroy - Secured
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RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Faculty Governance Documentation

Includes promotion and tenure policy, patterns of
administration, departmental guidelines, policies,
procedures, and notices of guidelines,
administrative memos, and lists of eligible
faculty.

Until Superseded
Transfer to University
Archives

Transfer to University Archives when superseded.

General Files 1 year n/a

Consists of correspondence, email, projects and | Destroy

subject files not required to be maintained

elsewhere on the schedule or within a unit

specific schedule.

General Files, Upper Administrative 3 years Destroy all materials not documenting a signification

Consists of files of the VC's /DVC’sOffice,
deans, directors, chairs and upper-level
administrators including correspondence, email,
projects and subject files not required to be
maintained elsewhere on the schedule or within a
unit specific schedule.

Archival Review

action or interaction; transfer remainder to University
Archives

Incident/Accident Reports

3 years
Destroy - Secured

If legal action is pending, retain per advice of Legal
Affairs

Minutes
Minutes of boards, committees, task forces, and
other university units and organizations.

3 years

Transfer to University
Archives

Transfer to University Archives.

Motor Vehicle Records
Including copies of title, maintenance, & usage.

Active + 6 years
Destroy

Active = while vehicle is owned by the University.
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RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Newspaper Clippings
Concerning the activities of AU departments.

Indefinite

Transfer to University
Archives

Transfer to University Archives after 3 years.

Organization charts

Active + 10 years
Transfer to the
University Archives

Active = while chart is still valid
One (1) copy must be transferred to the university
Archives. Review for continuing historical value.

Publications
Include newsletters, news releases, brochures,
publicity photographs, e.t.c

Indefinite
Transfer to University
Archives

Transfer to University Archives after 3 years

Recruitment Materials, General

Videos, publications, posters, advertisement,
e.t.c. used to recruit students to attend the
institution

5 years
Archives Review

Review for continuing historical value and potential
trans to University Archives

Research Projects, Approved

Files containing proposal, budgets, accounting
information, correspondence, and reports for
grant funded ad non-grant funded research

Active + 8 Years

Destroy -secured

Active= life of the research project and associated
contractual funding.

Retention may be longer based on circumstances-
specific requirements, such as federal clinical trial
requirements other contractual terms. Office of Research
has administrative responsibility for those research
projects that have been externally funded

Research Projects Rejected
Files containing proposal and correspondence for
grant funded and non-grant funded research

1 Year
Destroy

n/a

Strategic plans

Active + 1 year

Transfer to University
Archives

Active = until strategic plan is superseded by new plan.

One(1) copy must be transferred to the University
Archives
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RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Telephone Records

4 years
Destroy- secured

n/a

Training Course Documentation Until Superseded n/a
Memoranda, flyers, catalog, registration forms, Destroy

rosters and other records relating to training

courses.

Transient Materials Transient n/a
All information and/or temporary messages

(including, but not limited to, email and voice Destroy

mail) and all notes and all drafts used in the
production of public records by any Africa
University employee. Transient material also
includes anonymous writings from individuals
inside or outside the institution, and voice mail
messages.

University Policy

University policy provides specific direction for
operations, administration, or programs. Policies
are applicable university-wide and are developed
through the University Policy Process and
adopted by Senate which may additionally take
them to the Board of Directors at its discretion.
Policies enhance the university's mission and
operational efficiency, mandate action or
constraints, and must be consistent with relevant
statue, regulations, bylaws, or rules

Until Superseded

Transfer to University
Archives

When policy is superseded, the prior policy should be
transferred to the University Archives.
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HUMAN RESOURCES RECORDS

RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Activities and programs with Minor Policy (
“Minors Policy”) Records

Records required by University Human
Resources Policy (Activities and programs with
Minor participant Policy) including but not
limited to: policy registration (note that this
differs from participants’ registration collected
by program), training records, standards of
behavior, and any other policy -related
documentation not addressed elsewhere

3 years
Destroyed — secured

Background checks are maintained by the office of Hun
Resources.

Affirmative Action Documentation: Self-
disclosure for individuals with Disabilities
n/a

3 Years
Destroy- Secured

Required to be maintained separately.

Affirmative Action Documentation

Records documenting procedures and regulations
to be followed for outreach and recruitment
activity, goals, timetables, statistics and
workforce analysis thereof that evidences
proactive recruitment of minority and under-
represented communities.

6 Years
Transfer to
University Archives

Self-disclosure for individuals w/disabilities and
protected status are maintained separately

Application For Employment: Hired

Active + 6Years
Destroy-Secured

Active = employee's service with the University.
Application should become part of personnel file.

Application for employment : non-hired

3 Years

Destroy- Secured

n/a
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RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Background Check Results Required by Law:
Local Copy

Results of a background check for employment
supplied by the office of Human Resources to
campus units who are required by law and/or
regulation to maintain a local copy

3 Years
Destroy- Secured

n/a

Background Checks not required by law and
where decision to hire is affected: Results and
other materials [OBSOLETE]

All other documentation and materials
(background check results, letters to/ from
candidate, fingerprint cards, e.t.c.) used to assess
a candidate’s or employee's eligibility for
employment.

3 Years
Destroy- Secured

Destroy in a way that protects confidentiality.

Background Checks: Disclosure, Authorization,
and release form

Consent form used to obtain a candidate’s or
employee’s background check information

Active + 6Years
Destroy-Secured

Active = employee's service with the University.

Retained by background Check Coordinator. Destroy in way
that protects confidentiality

Check & Direct Deposit Distribution List &
Forms

1 year
Destroy-secured

n/a

Disciplinary Documentation

Active + 6 years
Destroy-secured

Active = employee's service with university

Evaluation, Personnel
Evaluation of work performance of faculty and
staff.

5 years
Destroy - secured

Unless governed by contractual agreement.

Faculty Review

Local copy of faculty dossier that consists of
documentation of teaching, research, and
community service where the final review is by
the office of DVC.

1 years

Destroy - secured

Office of DVC is the “office of record”. The “local
copy” is maintained during the decision making year
Destroy in a way that protects confidentiality.
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RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Faculty Review Files without Review
Faculty dossier that consists of copies of
documentation of teaching, research, and
community service where the final review is by
the college

1 Year
Transferred to
University Archive

Maintain during the decision making year, then transfer
the University Archives

Hazardous Material handling Documentation
Includes applications and authorizations,
documents of authorized users lab, training
records, transfer and transportation documents,
disposal documentation, material incident
reports, monthly exposure records, and
emergency notifications.

Indefinite

Permanent w/in
Department or Unit

n/a

Immigration and Naturalization
Documentation
Including visas permits

Active + 3Years
Destroy-Secured

Active = employee’s service with the University,
Governments immigration offices

Job Posting 3 Years n/a
Posting of Faculty, staff and student staff Destroy
openings that are not maintained by the Office of
Human Resources
Leave Forms, Sick and Vacation 1 years Retained by departmental Human Resources
Destroy - secured
Leaves of Absence 5 years This includes, but is not limited to, Faculty Professional

Request and related documentation.

Destroy - secured

Leave (FPL).
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RECORDS SERIES TITLE RETENTION PERIOD | DISPOSITION
Letters, Congratulatory 5 Years n/a
Destroy

Notification of Essential Personnel Status
Each departmental HR unit must inform their
personnel of their status annually.

Until Superseded
Destroy-Secured

n/a

Ethics Acknowledgement Statement

Active + 6Years
Destroy-Secured

Active = employee's service with the University

Personnel Records Faculty

As per A.U Personal Records Policy. Only job-
related information will be contained in the
personnel file should include basic identifying
information (e.g., name, address, and job title),
employment applications or other hiring-related
documents, position description, compensation
records, information on benefit enrollment,
attendance records, performance evaluations and
information about other employment-related
actions (e.g. promotions, training, or corrective
action) and other job related information.
Unsolicited and anonymous materials will not be
included in the personnel file unless here has
been a finding of fact through an existing
university investigatory process.

Active + 6Years
Archival Review

Active= employee's service with the university

As per A.U Personnel Records Policy. The following
documents belong in the controlled access file and must
be maintained separate from the personnel file:
education records, medical records, confidential
investigatory records, intellectual property records,
promotion and tenure records and attorney-client
communications. When an employee transfers from one
employing unit to another, these files must be forwarded
the new employing unit.

For final disposition, departments transfer files to
university Archives after weeding of non-permanent
records, i.e. PARs, leaves of absence, faculty activity
reports.
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RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Personnel Records, Non-Faculty

As per AU Personnel Records Policy. Only job
related information will be contained in the
personnel record. Contents of each personnel file
should includes basic identifying information
(e.g., name, address and job title), employment
applications or other hiring- related documents,
position descriptions, compensation records,
information on benefit enrollment, attendance
records, performance evaluations and
information about other employment-related
action (e.g. promotions, training, or corrective
actions) and other job-related information.
Unsolicited and anonymous materials will not be
included in the personnel files unless there has
been a finding of fact through an existing
university investigatory process.

Active + 6Years
Archival Review

Active = employee’s service with the university

As per A.U Personnel Records Policy. The following
documents belong in the controlled access file and must
be maintained separate from the personnel file:
education records, medical records, confidential
investigatory records, intellectual property records,
promotion and tenure records and attorney-client
communications. When an employee transfers from one
employing unit to another, these files must be forwarded
the new employing unit.

Personnel Records, Non-Faculty

As per A.U Personnel Records policy. Only job
related information will be contained in the
personnel record. Contents of each personnel file
should includes basic identifying information
(e.g., name, address and job title), employment
applications or other hiring- related documents,
position descriptions, compensation records,
information on benefit enrollment, attendance
records, performance evaluations and
information about other employment-related
action (e.g. promotions, training, or corrective
actions) and other job-related information.

Active + 6Years
Archival Review

Active= employee's service with the university

As per A.U Personnel Records Policy. The following
documents belong in the controlled access file and must
be maintained separate from the personnel file:
education records, medical records, confidential
investigatory records, intellectual property records,
promotion and tenure records and attorney-client
communications. When an employee transfers from one
employing unit to another, these files must be forwarded
the new employing unit.
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RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Personnel Records, Student

As per A.U Personnel Records Policy. Only job-
related information will be contained in the
personnel record. Contents of each personnel file
should include basic identifying information
(e.g., name, address and job title), employment
applications or other hiring-related documents,
position descriptions, compensation records,
information on benefit enrollment, attendance
records, performance evaluations and
information about other employment-related
actions (e.g. promotions, training, or corrective
action) and other job-related information.
Unsolicited and anonymous materials will not be
included in the personnel file unless there has
been a finding of fact through an existing
university investigatory process.

Includes documentation of work-study and non-
work-study students

Active + 6Years
Archival Review

Active = employee's service with the university.

As per A.U Personnel Records Policy. The following
documents belong in the controlled access file and must
be maintained separate from the personnel file:
education records, medical records, confidential
investigatory records, intellectual property records,
promotion and tenure records and attorney-client
communications. When an employee transfers from one
employing unit to another, these files must be forwarded
to the new employing unit.

3 years n/a
Position Description Destroy
Promotion & Tenure Files: Local Copy 1Year Office of DVC is the "office of record." The "local
Local copy of faculty dossier that consists of Destroy copy" is maintained during the decision making year.

copies of documentation of teaching, research,
and community service.

Destroy in a way that protects confidentiality.
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RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Search Committee Records

Includes job posting, lists of candidates, final
report, resumes/CV, or any other documentation
submitted or used by the search committee in
support of a candidate.

3 years
Destroy - Secured

n/a

Self-Disclosure of Criminal Convictions
Documentation

Documentation required of employees to self-
disclose convictions if they occur while
employed with the university. This
documentation may include but is not limited to:
e-mail, word processed document, or hand
written note.

Active + 6 years

Destroy - Secured

Active = while employee is in service to that particular
unit.

Retained separately from the individual's personnel file
and are not forwarded if the employee changes units.

INFORMATION & TECHNOLOGY RECORDS

RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Disaster Preparedness and Recovery Plans
Records related to reestablishment of data
processing services in case of a disaster

Active + 10 years
Destroy - Secured

Active = until plan is superseded.

Help Desk Logs and Reports

Consists of records used to document request for
technical assistance and responses to these
requests, as well as to collect information on the
use of computer equipment to compile monthly
and annual statistics, and for reference for
planning, management analysis, and other
administrative purposes

1 year
Destroy - secured

n/a
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Information System Users’ Access Records Active + 6Years n/a
Records created to control individual access to a | Destroy-Secured
system for administrative and security purposes

Information System Backup Files Until Superseded These are files that are maintained solely for business
Copies of master files or databases, application Destroy-Secured continuity and disaster recovery purposes and SHOULD
software, logs, directories, and other NOT be maintained as a historical archive of the
documentation needed to restore a system in case information system.

of disaster or inadvertent destruction.

Information System Documentation Active + 3 Years Active = life of the system; Review for continuing

Including: Application Development Files Destroy-Secured
(Record created and used in the development,
redesign, or modification of an automated
system or application. These may include project
management records, status reports, drafts
system or subsystem specifications, and
memoranda and correspondence.); Source Code;
Information System Specifications User and

historical value.

RECORDS SERIES TITLE RETENTION PERIOD | DISPOSITION
Operational documentation describing how an
application system operates from a functional
user and data processing point of view. May
includes records documenting data entry,
manipulation, output and retrieval, records
necessary for using the system, including user
guides, system or sub-system definitions, system
flowcharts, records, system specification, and Active + 3 Years
input and output specifications.); Data Destroy-Secured
Documentation (Records necessary to access,
retrieve, manipulate and interpret data in an
automated system. May include data element
dictionary, file layout, code book or table, and
other records that explain the meaning, purpose,

Active = life of the system; Review for continuing
historical value.
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structure, logical relationship, and origin of the
data element.); Hardware Documentation
(Record documenting the use, operation, and
maintenance of an agency's data processing
equipment.); and Conversion/Migration Plans
(Records that deal with the replacement of
equipment or computer operating system due to
hardware/software obsolescence or
maintenance.).

Information System Equipment Support
Files

Information on data processing equipment,
software, and other products and their vendors.
Record of support services provided for specific
data processing equipment, including site visit
repots, service reports, service histories, and
correspondence.

Active + 3 Years
Destroy

Active = life of the system.

RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Information System Input Documents
Forms used for data input and control

Until Superseded
Destroy-Secured

Destroy after input information is verified.

Information System Log Files 90 days n/a
Destroy- Secured

LEGAL RECORDS

RECORDS SERIES TITLE RETENTION PERIOD | DISPOSITION

Contracts Active = while contract is in effect.
Permanent.

Contracts with parties external to A.U Transfer to archives = Send to Archives
after

business action
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Completed.
Archival Review

Intellectual Property Rights Documentation Active + 6 years Active = life of the intellectual property right; Review
for continuing administrative or Historical value.

Copyright, Patents, Trademarks & Service Archival Review

Marks

Internal Agreements Active = while contract is in effect.

2 years after
Agreements with parties within A.U that include, | business action

but are not limited to, Memorandums of completed.

Understanding (MOUs) and Service Level

Agreements (SLAS). Destroy-Secured

Laboratory Inspection Reports Active + 3 Years Active = until inspection is superseded.

Periodic inspections of laboratories. Destroy-Secured

Real Estate Records: Local Copy Active + 8 Years Active = while property is owned or leased by the
University; Archives receives originals from real Estates

Local copies (college/school/ department/unit) of | Destroy Property Management

deeds and leases, documenting real property
purchased or leased by the University or college
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LIBRARY RECORDS

RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Accession records (integrated Library
Systems ’ILS’)

Accession or inventory number, author, and title,
call number, source price

Transferred to
University Archive

n/a

Acqujsjiiions (ILS) o 1 year Retain material concerning rare publications

Acquisition of books, periodicals and other Destroy permanently. Destroy in office records concerning

material routine acquisitions 1 closed fiscal year after released
from all audits

Approval plan (ILS) 2 years n/a

Correspondence, printouts of amount spent,

number of books, LC classification, returns Destroy

notebook, reason returned, ISBN number, copies

of approval plan profile, statistical data

Binding invoices 3 years n/a

Invoices for binding periodicals and books Destroy

Binding patterns Until superseded Destroy in office when superseded or obsolete

Binding specifications Destroy

Book, microfilm and periodical invoices(ILS) | 3 years n/a

Invoices payment of books, microfilm and Destroy

periodicals

Cancelled periodicals(ILS) Destroy in office when administrative value ends

Cancelled subscriptions Destroy

Carrel assignments 6 months n/a

Carrel number, faculty name, graduate name, Destroy

contract, key number, fee
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RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Check-in for government documents
Packing slips, title sudoc number, item number,
receipt date, shipping list number

Transfer to Archives

Maintain according to federal depository library
program (FDLP) regulations. Transfer 10 or more copies
(as required)of each publication to the state documents
clearing stone

Check-in for microfilm copies and 5 years Destroy in office 5 years after termination of

periodicals(ILS) Destroy subscription

Discontinued periodicals (ILS) Archival Review Destroy in office when administrative value ends

Federal depository account 3 years n/a

Deposit account orders and statements Destroy

Integrated library systems{ILS(electronic)} Purge inactive patron data annually. Purge budget and
financial data when administrative value ends. Update
remaining electronic data routinely

Interlibrary loan systems 5 years Purge records after 5 years if no copyright violation has

Interlibrary loan circulation information. Destroy been reported. If copyright violation is alleged, destroy
after completion of action and resolution of issues
involved

Library donor 15 years Transfer records to university archives after 15 years

Records concerning materials donated to the
library. Comply with the applicable provisions of
legal agreement regarding confidentiality of
records concerning each gift

Transfer to Archives

License agreement 5 years Destroy in office 5 years after expiration of agreement
Licenses for databases and electronic journals Destroy
purchased by the library
Mail services 3 years n/a
Destroy

Microforms shelf list (ILS)

Archival review

Destroy in office paper copies when entered into library
on-line catalog and after verification of data entry.
Update routinely, maintain electronic database
permanently




AU/Policy/REC/RDSchedule/2022- ANNEX A

RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Online computer library center (OCLC)
Publications concerning cataloging of library
materials

Archival review

Destroy in office when administrative value ends

Publisher’s catalogs
Catalogs listing new publications by each
particular publisher

Archival review

Destroy in office when superseded or obsolete

Reserve (ILS)
Holdings placed on reserve by instructors for
student use

1 year
Destroy

n/a

Search file(ILS)
Search report for books that are missing

Archival review

Transfer report of missing books to catalog department
when search process is completed for withdrawal from
the ILS. Destroy in office remaining records when
administrative value ends

SOLINET
Official records concerning library’s
participation in SOLINET

Transfer to Archives

Transfer to university archives when administrative
value ends

Standing orders(ILS) 3 years Destroy in office after 3 years and when released from
Destroy all audits

Statistical reports 5 years Transfer to university archives after 5 years

Annual statistical report

Withdrawn publications (ILS) 5 years Purge from ILS after 5 years

Destroy
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SAFETY RECORDS
RECORDS SERIES TITLE RETENTION PERIOD | DISPOSITION
Employee medical 30 years Destroy in office medical records related to exposure to

Related to exposure to hazardous materials.

Destroy-secured

hazardous materials 30 years after separation or
termination of service

Fire, health and environmental safety

3 years-7 years
Destroy - secured

Original: destroy in office correspondence and safety
audits after 3 years. Destroy in office inspection records
after 7 years. Destroy in office remaining records when
administrative value ends.

Reference: destroy in office when reference value ends

Materials safety data sheets

Safety information for hazardous materials.

1 year
Destroy- secure

Destroy in office one year after termination of use of
product provided a chemical inventory record .is
retained for at least 30years, otherwise retain material.
Safety data sheet for 30 years

Occupational safety and health
administration(OSHA)

Until superseded
Destroy

Destroy in office when superseded or obsolete

Restricted use pesticide

3 years
Destroy

Destroy in office after 3 years
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SECURITY/PUBLIC SAFETY RECORDS

RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Alarm monitoring reports

2 years

Destroy in office after 2 years

Fire and security alarm reports Destroy
Bans/ trespass warnings 2 years Destroy in office after 2 years after ban has been
Name, social security number, date of birth, type | Destroy removed
of offence
Buildings and grounds security checks 3 years Destroy in office after 3 years
Logs and reports Destroy
Duty assignment 5 years Destroy in office after 5 years
Name, dates Destroy
Case records 5 years Destroy in office closed felony case records after 20
Arrests, investigations, statements, incident Destroy years. Destroy in office closed misdemeanor case
reports, photographs, evidence sheets, dispatch records after 5 years
name, warrant, recording
Communication dispatch Transfer felony/misdemeanor dispatches to appropriate
case records file when created destroy in office
remaining records when administrative value ends
Confiscated property 5 years Destroy in office after 5 years
Name, property, reports Destroy
Controlled substance seizure 3 years Destroy in office 3 years after disposal of items
Name, substance Destroy
Evidence tracking 3 years Destroy in office 3 years after final disposition of
Name, receipt, item, report Destroy evidence
Liability waiver 3 years Destroy in office after 3 years
Destroy
Lost and found log 3 years Destroy in office after 3 years

Destroy
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RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Police incident reports

5 years

Transfer felony/misdemeanor dispatches to appropriate

Incident type, case number, national crime Destroy case records file when created destroy in office

information center(NCIC) entries, property remaining records after 5 years

estimates, names, affidavits, descriptions,

photographs

Security/surveillance/ mobile video recordings | 30 days Transfer when needed to evidence file. If not required to

Destroy support investigations or litigations reuse or destroy in

30 days

Traffic accident report 3 years Transfer to the division of motor vehicles within 10

Location, accident sequence, and diagram, Destroy days. Destroy in office duplicate/reference copy when

vehicle enquiries, investigating officers’ reference value ends. If accident does not meet the

description, apparent violations requirements for reporting to division of motor vehicles,
destroy after 3 years

Vehicle registration 3 years Destroy in office when administrative value ends

Bicycle registration, vehicle registration, name Destroy
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STUDENT AND COURSE RECORDS

RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Admission Files, Accepted

Include letters of reference, application,
biographical data and letters regarding admission
and/or enrolment for applicants accepted to a
program of study within the university

Active + 1 year

Archival Review

Active = the term of admission.
Form letters regarding admission and/or enrollment at
the institution.

Admission Files, Rejected

Include letters of reference, application, and
biographical data for rejected applicants and
those who did not complete dossier

1 year

Destroy-Secured

n/a

Adyvising Files

Including notes about students, possible courses
the student would take, and correspondence with
students

Active + 3 years

Archival Review

Active = while student is enrolled at the University.

Annual Interim Government Grant Fiscal
Reports

Reporting to government on expenditure for
government grant programs.

Active + 6 years

Archival Review

Active = while grant is active

Course Change Request: Local Copy

Active + 1 year

Office of academic Affairs is the office of record.

Applications to council on academic affairs to Destroy
change, add, or delete a course.
Course Syllabi 10 years Archives retain course descriptions published in

Destroy

cataloguing and bulletins permanently.
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RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Curriculum Development Documentation:
Local Copy

Indefinite

Office of academic Affairs provides University Archives
with official copy. Local copy maintained until no

Files documenting approval of new programs Destroy longer administratively needed.
and degrees.
Evaluations, Class/Course 5 years n/a

Summary Evaluations of course by students.

Destroy-Secured

Grade Reports
Faculty grade reports

Active + 2 terms
Destroy-Secured

Active = term in which course is taught.
Registrar maintains the official record permanently per
University rules.

Graduation Authorization
Documents certifying completion of degree
requirements.

Active + 1 year
Destroy-Secured

Active = term in which graduation is attained.

Requests and Disclosures of Personally
Identifiable Information

Active + 3 years
Destroy-Secured

Active = employee’s service with the University.

Rosters, Class 1 year n/a
Contains names of students for each course;

issued by registration services Destroy-Secured
Scholarships Administered by 3 years n/a
Colleges/Departments:

Administrative information regarding local Destroy-Secured
scholarship programs including applications,

awards, recipients, etc., but not fiscal data.

Student Coursework: Not Used for Grading Transient n/a

Destroy-Secured

Student Coursework: Used for Grading

May include: student assessments, tests,
examinations, quizzes, papers, projects, blog
postings, online discussions, etc. maintained in a
course management system, by the instructor,
leading to a grade and to a posting on the official
student record of the registrar.

Active + 2 terms

Destroy-Secured

Active = terms in which course is taught.
As per University rules.
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Students Records, Accepted and Enrolled
Record of academic work pursued.
Correspondence, recruitment, references and
recommendations, entrance exams, Advanced
Placement documentation (scores valid for 5
years), residency documentation, Form 1-20
(visa) for foreign students, application for
graduation, and placement documentation.

Active + 1 year

Archival Review

Active = while student is enrolled at the University.
Registrar is the office of record.

Student Records, Accepted but not Enrolled
Student-specific correspondence relating to
admission and enrollment at the institution.
Correspondence, recruitment, references and
recommendations, entrance exams, Advanced
Placement documentation.

1 year

Destroy-Secured

n/a

Students Records, Rejected

May include correspondence, recruitment,
references and recommendations, entrance
exams, and portfolio

1 year

Destroy-Secured

n/a

Students Requests for Nondisclosure of
Directory Information

Active + 3 years
Destroy-Secured

Active = while student is enrolled at the University.

Student's Written Consent for Records
Disclosure

Active + 3 years

Destroy-Secured

Active = while student is enrolled at the University.
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STUDENT HEALTH SERVICES /COUNSELLING SERVICES RECORDS

RECORDS SERIES TITLE RETENTION PERIOD | DISPOSITION

Controlled drug administrative 3 years Destroy in office 3 years after released from all audits
Destroy

Controlled drug audits forms 3 years Destroy in office 3 years after released from all audits

Inventory Destroy

Controlled drug dispensing records 3 years Destroy in office 3 years after released from all audits
Destroy

Immunization incomplete log Until superseded Destroy in office when obsolete or superseded

Student name, date of incomplete , date cleared | Destroy

Laboratory results logs 11 years Destroy in office 11 years after graduation or separation

Name, type of test, result Destroy

Insurance claims, benefits and payment log 7 years Destroy in office after 7 years

Name, social security number, insurance Destroy

company, claim, date processed, date paid

Medical histories and immunization reports 1 year Transfer to student medical reports (active) for enrolled
Destroy students into student’s medical file. For non-enrolled

applicants, destroy after 1 year

Patient appointment book 1 year Destroy in office after 1 year
Destroy

Performance improvement surveys and Destroy in office when obsolete or superseded

review

Correspondence, questionnaires, reports

Radiology jackets 11 years Retain chest x-rays in office permanently recycle

X-rays Destroy remaining records for silver reclamation after 11 years

Student immunization
Name, social security number, immunizations

Permanent
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RECORDS SERIES TITLE

RETENTION PERIOD

DISPOSITION

Student medical records (active)(see also:
student mental health records)

Medical charts, name, medical history, accidents
reports

4- 7 years until the
student has graduated

Transfer to student medical records(inactive) after
graduation or separation

Student medical records (inactive)(see also:
student mental health records)

Medical charts, name, medical history, accidents
reports

11 years
Destroy

Destroy in office (inactive) 11 years after last
professional contact with patient

Student medical records (active)(see also:
student medical health records)

Notes of practitioner, diagnosis and treatment
referral letters, release of information agreement

4- 7 years until the
student has graduated

Transfer to student mental health records (inactive) after
graduation or separation

Student mental health records (inactive) (see
also student medical records)

Notes of practitioner, diagnosis and treatment
referral letters, release of information agreement

11 years
Destroy

Destroy in office (inactive) 11 years after last
professional contact with patient

Substance abuse program administration
Attendance rosters, compliance status, report

4- 7 years until the
student has graduated

Transfer statistical reports to University Archives when
administrative value ends. Destroy in office remaining
records after 4 years
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AFRICA
ITY.

A Unired Methodist-Related Instirurimf
“INVESTING IN AFRICA’S FUTURE”

ALPHABETICAL LIST OF AFRICA UNIVERSITY RECORDS SERIES

Preamble

The list below is an attempt to classify all records/ records series created/ received/ captured and maintained by Africa University in
support of its core functions, to comply with its legal and regulatory obligations and to contribute to the effective overall management
of the institution. This list is not an exhaustive list of all records generated by the University, but an attempt has been made to identify
all records created and maintained by Africa University modeled against common records lists in institutions of Higher Learning.
University Departments/ Offices are encouraged to inform the University Registry and/ or Archives when new records/ records series
arise within the institution so that the list is updated. The list assists in clearly defining a standard record thesaurus/vocabulary and filing
levels/classes across the University. It encourages uniformity, consistence and continuity in cases of restructuring, staff movement and
staff turnover and it facilitates efficient retrieval of information.

Records Series: A records series is a level of arrangement of the files and other records of an organisation or individual that brings
together those documents relating to the same function or activity or having a common form or some other relationship arising from
their creation, receipt or use. Also known as a file series, records series or class e.g. Accounting and Financial Records/ Human
Resources Records/ Administrative Records.



AU/Policy/REC/LIST/2022- ANNEX B

ADMINISTRATIVE RECORDS
Accident Reports

Accreditation

Activities & Events

Administrative

Administrative Reference
Agreements, Contracts, and Leases
Annual Reports

Audit Reports

Awards and Honors

Biographical

Board of Directors

Building Use

Calendar of Events

Committees, Councils, Task Forces
Complaints

Conferences, Training Programs and
Workshops - Attended
Conferences, Training Programs and
Workshops - Conducted

Copyright Records

Emergency Management

Energy Conversation

FACILTIES SERVICES RECORDS

Blueprints, Plans and Drawings

Building Maintenance, Housekeeping

Capital Improvement Proposals
Capital Improvements
Insurance

Non-Capital Improvements

FINANCIAL RECORDS
Accounts Payable

Accounts Receivable

Accounts Uncollectible

Annual Financial Statement Report
Audit Reports

Bank Statements

Bond Book

Bonds and Other Borrowing
Budget

Cancelled Checks

Capital Improvements Accounting
Cash Receipts

Cost Accounting Reports

Credit Card Use

DEVELOPMENT RECORDS
Annual Giving

Capital Campaign

Custodian Investment Reports
Donors & Prospects

Endowment Agreements
Gifts-in-Kind Reports

Individual Fund Balances
Investment Management Reports
Legal & Administrative

Life Income Agreements

Major and Planned Gifts
Property/Real Estate
Scholarship/Awards

Tax Return

Trust, Endowments & Annuities Funds
INFORMATION & TECHNOLOGY
RECORDS

Computer and Information Security
Access and Security Policies and
Security Documentation

Computer Security Incidents
Computer System Review

Computer Usage

Disaster Preparedness & Recovery Planning

LIBRARY RECORDS

Accession Records (Integrated Library
System ILS)

Acquisitions (ILS)

Approval Plan (ILS)

Binding Invoices

Binding Patterns

Book, Microfilm and Periodical Invoices
(ILS)

Cancelled Periodicals (ILS)

Carrel Assignments

Check-in for Government Documents
Check-in for Periodicals and Microfilm
Copies (ILS)

Discontinued Periodicals (ILS)
Integrated Library System (ILS)
(Electronic)

Interlibrary Loan System

Library Donor

License Agreements

Mail Services

Microforms Shelf List (ILS)
Publisher's Catalogs

WEBPAC
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ADMINISTRATIVE RECORDS
(continuation)

Equipment Maintenance & Repair
Facility Security

College Governance

Films I Videotapes

Grants, Awarded

Grants, Proposals

Historical Memorabilia
Internships I Assistantships I
Fellowships

Mailing Lists

News Releases & Public Relations
Patent Records

Planning

Self-Study

Speeches

Staff Organizations

Student Profiles

Supplies and Equipment

Surplus Property

Trademark Records

Travel Requests and
Reimbursements

University Code

Vehicle Titles

Vehicle Operations & Maintenance

FINANCIAL RECORDS
(continuation)

Deposits

Direct Deposit Forms

Disbursing Accounts Statements
Escheats Statements

Financial Records System (database)
Fixed Assets

Funding Increments

Insurance Deductions

Invoices

Lapsed Salaries

Loans

Mail Transmittal Slips

Monthly Budget Reports

Payroll

Payroll Deductions

Purchase Orders

Reconciliation Reports
Requisitions

Requisitions for Transfer of Funds
Retirement Reductions

Returned Checks

Reversion and Continuation of Agency
Funds

Sales Tax

Social Security Deductions

INFORMATION & TECHNOLOGY
RECORDS

(continuation)

Internet Service Logs (External)
Network Usage (Internal)

System Backup

System Users Access Records
Computer Operations and Technical
Support

Audit Trail

Automated Off-Line Storage System
Destruction of Files Reports

Off-Line Control Records

Operating System & Hardware
Conversion Planning

Summary Usage Reports

Data Administration

Data/Database Dictionary
Indexes/Tracking Systems

System Validation

IT General Systems and Applications
Development

Application Development Project
Application System Operations
Metadata Documentation

Quality Assurance

Source Code

LIBRARY RECORDS
(continuation)

Reserves (ILS)

Search File (ILS)

Standing Orders (ILS)
Statistical Reports

Withdrawn Publications (ILS)

PERSONNEL RECORDS

Alcohol and Drug Abuse Program
Affirmative Action and Equal
Opportunity

Aggregate Service History
Applications for Employment
Conlflict of Interest

Death Claims

Disability Salary Continuation Claim
Disciplinary Action

Dual Employment

Educational Leave and Reimbursement
Employee Assistance Programs
Employee Surveys

Garnishments

Grievances

Insurance Enrollment

Internships / Assistantships /Fellowships
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ADMINISTRATIVE RECORDS
(continuation)

Vendors Information

Visitor Registration Logs

Work Orders

Work Schedules

Workers' Compensation
ALUMNI RECORDS

Student profiles

SAFETY RECORDS
Employee Medical

Fire, Health and Environmental
Safety

Material Safety Data Sheets
Occupational Safety and Health
Administration (OSHA)
Restricted Use Pesticide

FINANCIAL RECORDS
(continuation)

Student Accounts

Tax Forms

Telephone Billings

Tender Applications
Tenders

Travel Reimbursements
Utility Bills and Logs

Vouchers

STUDENT - FINANCIAL AID
Financial Aid Administrative
Financial Aid Fiscal

Financial Aid Recipients

Financial Aid Reports

Loan Administration

Scholarship Administration
Scholarship Applications (Awarded)
Scholarship Applications (Awarded,
Not Accepted or Rejected)
Scholarship/Loan Reference

Veterans' Benefits

INFORMATION & TECHNOLOGY
RECORDS

(continuation)

Technical Program Documentation
Network/Data Communication Services
Network Implementation Project
Network / Circuit Installation and Service
Network Circuit Inventories

Network / Site Equipment Support

User /Office Automation Support

Help Desk Logs & Reports

Site / Equipment & Software Support

PERSONNEL RECORDS
(continuation)

Leave Forms

Medical Records (Employee)
Performance Evaluation & Management
Personnel File (Active) - EPA

Personnel File I (Inactive) - EPA
Personnel File (EPA) One Time Payments
Personnel File (Active) - SPA

Personnel File (Inactive) - SPA

Position Classifications

Reappointment, Promotion and Tenure
Reduction-in-Force

Retirement Benefits

Search Committees

Secondary Employment

Student Assistants [ Work Study Students
Time Sheets

Training Programs

Voluntary Shared Leave

Workers' Compensation
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