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Bottom Line Upfront – Legal Requirements

• Illinois State Record Act (5 ILCS 160) requires all State, County, City, 
Municipality organizations to maintain an active records management 
program. This includes your office at Western Illinois University.

• (5 ILCS 160/11) (from Ch. 116, par. 43.14)   Sec. 11. Violation. All records 
made or received by or under the authority of or coming into the custody, 
control or possession of public officials of this State in the course of their 
public duties are the property of the State and shall not be mutilated, 
destroyed, transferred, removed or otherwise damaged or disposed of, in 
whole or in part except as provided by law. Any person who knowingly and 
without lawful authority alters, destroys, defaces, removes, or conceals any 
public record commits a Class 4 felony.  (Source: P.A. 92-866, eff. 1-3-03.)



State Records Act (5 ILCS 160)

Six Quick Facts

• Began in 1985 and it covers all public agencies

• It establishes the authority of the State Records Commission

• It defines what is considered a public record

• Agency public records must be available to the public

• Establishes the creation of Retention Schedules for all public agencies

• Agency public records must be disposed of per an approved schedule



Records Inventory – requires

• Field Rep

• Application Number

• Date 

• Item Number

• Record Series Title

• Dates

• Volume 

• Annual Accumulation

• Number &  Size of Files/Documents; Index or Finding Aids

• Arrangement

• Agency

• Division and Subdivision

• Office Location

• Representative

• Records Officer

• Description

• Retention



The Appraisal Process

• The records inventory begins the appraisal process;

• Establishes reasonable retention periods;

• Identifies records for immediate disposal;

• Identifies records of lasting historical value sent to Archives.



Inventory Worksheet – Newly created for HR for a new record type added to the Retention Schedule

* Records Change in an office and so will your Retention Schedule.

(Completed Worksheet) Approved worksheet page 1 Approved worksheet page 2



Records Officer will assist you completing the Inventory Worksheet



Retention Schedules – Provost and Academic Vice President

Originally Created in 1985 – Current Versions Have Been Digitized And Are Searchable

(Old Version) (Updated Version)



Records Retention Schedules – Original Copies From 1985



Records Retention and Disposal At WIU

• Over 40 buildings.

• 100  plus undergraduate and graduate degree programs, integrated programs, 
pre-professional programs, and certificate programs. 

• 110 plus administrative offices.

• Retention Schedules contain approximately 450 pages.

• And about 1,500 Items Nos./Record Types.



Types of records

- Non-Records

- Records



Non-records 

Examples of Non-Records

• Academic research data

• Personal correspondence and junk mail/spam

• Non-University publications and catalogs

• Working papers and drafts of papers or reports that have been published

• Duplicate material including recipient copies of most internal communications

• Blank forms and stocks of printed or reproduced documents kept for supply purposes

• Material created and preserved only for reference or convenience purposes

• Books, periodicals, newspapers, posters, and other library and museum materials

• Private materials neither made nor received by the University in the transaction of public business

• Material used to facilitate operations but not to support, enable, or document administrative action

• Material considered as University Records that has been duplicated or migrated to another format in accordance 

with the requirements put forth by the State

• Transitory messages created primarily to communicate information of short-term value. Transitory messages are 

created in many formats such as email, instant messaging (IM), text messaging (SMS), or paper correspondence. 

• Examples of transitory messages include, but are not limited to:

-reminders to employees about scheduled meetings or appointments;

-telephone messages (whether in paper, voicemail, or other electronic form);

-announcements of office events;

-recipient copies of announcements of campus-sponsored events such as exhibits, lectures, workshops, etc.



Records

There are many definitions of what a record is and is not, however Western Illinois University, as 
a state institution, recognizes the definition as put forth by the Illinois State Records Act  (5 ILCS 
160/2) (from Ch. 116, par. 43.5):  

Records − All books, papers, digitized electronic material, maps, photographs, databases, or 
other official documentary materials, regardless of physical form or characteristics, made, 
produced, executed, or received by any agency in the State in pursuance of State law or in 
connection with the transaction of public business and preserved or appropriate for preservation 
by that agency or its successor as evidence of the organization, functions, policies, decisions, 
procedures, operations, or other activities of the State or of the State Government, or because of 
the informational data contained therein.  [5 ILCS 160/2] 



University Records/Documents  

University Records are compiled sources of information that represent official actions and 
transactions conducted by and on behalf of the University and are identified as supporting 
University functions. 

Examples of University records of enduring value may include, but are not limited to:  

• Documents representing official policies (University-wide, campus-wide, internal department) 
• Recorded correspondence (including email) related to business or academic matters 
• Documents representing administrative decisions (University or campus planning, program 

development, tuition rate changes, reorganization, or consolidation of departments) 
• Meeting minutes and agendas 
• Annual Budget Reports 
• Course catalogs and timetables 
• Student grades and transcripts 
• Annual Payroll Summary Reports 
• Financial documents (purchasing and procurement transactions, reimbursement records) 

Examples of University records of temporary value include: 

• Purchasing Records for General Operations 
• Monthly Budget Reports 
• Time Sheets 



• Legal.

• Class 4 Felony for destroying records with out approval.

• Interruption to essential service.

• Accountability problems in expenditure of public funds

• Loss of records of historic value.

- What kind of records do you have in your offices that are of historic value?

Consequences For Poor Records Management



Additional Archive Materials We Want To Collect 
- Save & Record Your History!

Photos

Posters

Programs

Brochures

Scrapbooks

DVD recordings of recitals/events

Publications

-A new Deal to Illinois: The Federal Art Project Collection of Wester Illinois University

-Building a Brighter Future for Rural Illinois: The Role of Public Transportation:

-Comprehensive report / Produced for the Illinois Partners by Illinois Institute for Rural 

Affairs.

Papers for student organizations

Newsletters

Journal

Etc.



Archived Documents In Storage At The Malpass Library



Preserving History for WIU



The History Of WIU
- It can not happen without your help!

Send us your history to preserve it!



Historical Documents – Just a few!

Grade books since the beginning of WIU. Presidential papers from all of WIU’s Presidents

Faculty Files
Sequels



Records Inventory 

• The initial records inventory were complete in 1985 for every department on campus.

• Identifies the scope and quantity of records in your office.
- Does the current Retention Schedule fit my office record?
- Do I have records not on the Retention Schedule?

• Appraise Records
- Administrative Value
- Legal Value
- Fiscal Value
- Research, Historical or Archival Value

• Add or amend the Retention Schedule for your office/Department 



Records Disposal Certificate (RDC)



Completing a Records Disposal Certificate



Volume Estimating Guide to complete RDC



Malpass Library’s Large Capacity Shredder
- Disposing Of Your Approved Documents For Shredding By The State Records Commission

Free use available for all departments at WIU.  



Forms You Need for Records Management

- Retention Schedule – Covering your Office

- University Wide Retention Schedule

- Record Disposal Certificate (RDC)

- RDC Instructions

- Records Transfer Sheet

- Inventory Work Sheet

- Inventory Work Sheet Instructions

- State Memorandum 



CLOSING – We Covered

*If you have records that are not listed in Records Retention Schedule, you may not  dispose of those 

records until they are officially in the Retention Schedule.  Disposing of those records without 

authorization may be considered a Class 4 Felony.

- Legal requirements

- Records Inventory & Appraising Records

- Records and Non-records

- Records Retention Schedules

- Disposal and Retention

- Historical Records

- Shredding Document

- Forms

- Records Transfer to Archives – Historical

- Closing


