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BOttom Line Upfront - Legal Requirements

- lllinois 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 lllinois University.

« (5ILCS 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.)
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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

- |t 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

e Division and Subdivision

* Office Location

* Representative

* Records Officer

* Description l
* Retention




The Appraisal Process

* The records inventory begins the appraisal process;

* Establishes reasonable retention periods;

* |dentifies records for immediate disposal;

* ldentifies records of lasting historical value sent to Archives.




nvento ry Worksheet - Newly created for HR for a new record type added to the Retention Schedule

o s - RECORDS RETENTION SCHEDULE Application No. 85-147K
STATE OF ILLINOIS Application No. 85-147K (Application for Authority to Disposc of State Records) Page20f2
STATE RECORDS COMMISSION Page 1 of 2 (continued)

INVENTORY WORKSHEET

RECORDS RETENTION SCHEDULE
(Application for Authority to Dispose of State Records) Lsenie: Record Series Title, Description and Reteation Actlon Taken

Application No.: 85-147K STATE RECORDS UNIT
ILLINOIS STATE ARCHIVES
s DL 62756 121B Employment Eligibility Verifi

Field Rep: Andrew Spiro

July 26, 2019 Ttem Number: 121B

Date:
Ty — — e = Dates: 1986-
: N 3 | Ageeey . SRR ey ok s Volume: 1 1/2 Cf/ 450 MB
Employment Eligibility Verification Western Illinois University Annual Accumulation:  Negligible
P APPROVED BY Armangement: Chronological by Ycar, then Alphabetical by Ni
_ Western Illinois University THE 8 g SRRt Dy X e, thon i AN
5 = : _ STATE RECORDS ’ ; . :
VP Administrative Services e COMMISSION This record series consists of documentation required by the Department
of Homeland Security-United States Customs and Immigration Service (USCIS),
VP Administrative Services that verifies _lhc eligihili_ly of UAS: citizens, nAon—ciliun‘ nationals, lawful
permanent resident, and aliens authorized to work in the United States. 8 CFR

SUBDIVISION @W{ ﬁ% 274a stipulates the information and d ion required to plete the form
provided by USCIS, as well as the retention period with which the employer must

comply.

1986 -

Human Resources

S et SIS e

Sherman Hall Rm. 105 nan %
#1 University C acomb, IL 61455 H 1 Resources BT, *
T A R L S e s R ¥ RETENTION: Retain for three years from the date of hire or one year
Chronological by year, then alphabetical by name Tammy lrwin, Assitant Mgr., 309-29 Pursuant to the provisions of the State Records Act (5 ILCS 160/1 et seq.), I hereby request from the date of termination, whichever is longer; then |
authority to disposs of state govérnment records according to the schedule which follows. 1 T destroy in a secure manner or delete from the system |
e T R R = - certify that those recoeds to be disposed of will not be needed in the transaction of current - provided all audits have been completed if necessary,

TR - SR
and no litigation is pending or anticipated. Retain
A ¢ h

85" x 1™ paper Bruce Ackers 309-298-2717 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 or digitized copies will be % rocords in ) with 44 T1l. Admin.
made in accordance with the standards of the State Records Commission and will be ¢ Code 4400.80 y

adequate substitutes for the original records.

Duncripton (Rewen for createon, une, form numbors, dupication, sudit)

This record series consists of documentation required by the Dep of Homeland Security-United
States Customs and Immigration Service (USCIS), that verifies the eligibility of non-citizen nationals, lawful
permanent resident, and aliens authonized to work in the United States. 8 CFR 274a stipulates the information
and d ion required to lete the form provided by USCIS, as well as the retention period with

which the employer must comply.

RECORDS LISTED ON THIS SCHEDULE MAY BE DISPOSED OF PROVIDING:

the individual retention period is complete;

all audits have been completed, if y and no litigation is pending or anticip

the items are correctly listed on a Records Disposal Certificate submitted to and approved
by the State Records Commission 30 days prior to disposal.

RETENTION:

Retain for three ycars form the date of hire or onc year from the date of termination, whichever is
longer; then destroy ?n a secure manner or delete from the system provided all audits have been completed if Certain records, as stipulated on this schedule, may be microfilmed or digitized and the original hardcopy
Recessary, and 5o [kl s pending or anticipered. ‘Retein elec records in compliance with 44 111 record disposed of if the record is microfilmed or digitized in accordance with the standards of the State
Adain. Codo 440090 Records Commission Rules and if the film or digitized copy is retained for the prescribed retention period.
Disposal of records after microfilming or digitizing must be noted on a Records Disposal Certificate.

THIS SCHEDULE AND ANY RELATED RECORDS DISPOSAL CERTIFICATES
ARE TO BE RETAINED PERMANENTLY.

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




Instructions for Completing Inventory Worksheet

The y Worksheet requires the following inf J

Field Rep — Name of Unit field representative preparing/processing the worksheet.

Application Number — Assigned by the Unit. (Example: 18-80. The numbers before the dash represent
the year in which the request was received. the numbers after the dash represent the next available
sequential number within that year. Add-on Application Example: 15-55A. The original application
number followed by 2 letter suffix for internal purposes.)

Date — When the worksheet was completed, not the date on the records.
Item Number — Necessary when completing more than one worksheet.

Record Series Title — The title group of related records used/filed/evaluated as a unit for disposition
purposes.

Dates - The first date for a record in the series. NOTE: When a specific date cannot be determined, an
estimated date should be given for those records that are no longer created or required.

Volume — The total number of cubic feet of the records series in existence at the time of the inventory.

Annual Accumulation — The volume of records accumulated to date in total for the record series and
identifies the volume of records accumulated annually. When the records are on paper, the volume is in
cubic feet; when the records are digital, the volume is in bytes of data.

Number & Size of Files/Documents; Index or Finding Aids — Use this space to indicate the types of
documents in the file. Either the physical measurements of the documents (length and width) or a
description of the documents (IBM cards, 16mm microfilm, ledger sheets with size,
ledger/minutes/journal bound in books, etc.). Index or Finding Aids — Should be described briefly.
Indicate the index media format, such as 3™ x 5" index cards or microfilm.

Asrangement — Most records are arranged chronologically, alphabetically, numerically or by status
(active/inactive/closed). Secondary or tertiary arrangements should be listed as follows: “chronoclogical
and alphabetical by license thereunder.”

Agency — The official designation of the State agency.

Division and Subdivision — The administrative subdivisions of the agency, when known, such as division,
bureau, office or section.

Office Location — The location of the office of the person having responsibility for the records.

Representative - Provide the contact information for the person responsible for the record series
(name/title/phone).

Note: Continued on cther page

r2

Records Officer — Provide the contact information for the agency’s designated Records Officer
(name/phone)

Description - The detailed and accurate description of each record series. The description should
contain enough detail to allow the State Records Commission to effectively appraise the value of the
records series proposed for dispesal. Records officers should be able explain in detail the function of the
record, and identify it so that there are no misunderstandings about the record’s identity, use and

information on the worksheet. The description is usually completed by the Unit field representative

after the initial visit to the agency.

Retention - Dispositions should be specified in terms of years or months. When a specified retention
depends upon the occurrence of an event or the completion of a transaction, the nature of the event or
transaction should be indicated in the retention. It is at this point that the appraisal process begins. This
process is 3 joint analysis of the records series by the agency personnel and the Unit field
representative.

INVENTORY WORKSHEET
FicldRep:  Andrew Spiro Application No.: 85-147K
Date: July 26, 2019 Ttem Number: 1218

I

P = |

75
‘Chronological by ycar, then alphabetical by name v -298- |

|
i = e

Dewcroton (Raawon for oreaton, wse, form numbors, dupiacation, subt;

‘This record serics consists of on required by the of Homeland Sccurity-United
States Customs and Immigration Service (USCIS), that verifies the eligibility of noa-citizen nationals, lawful
permancnt resident, and alicns authorized to work in the United States. 8 CFR 274a stipulates the information
and documentation required to complete the form provided by USCIS, as well as the retention period with
which the employer must comply.

RETENTION:

Retain for three years form the date of hirc or one year from the date of termination, whichever is
longer; then destroy in & secure manner or delete from the system provided all audits have been completed if
necessary, and no litigation is pending or anticipated. Retain electronic records in compliance with 44 11l
Admin. Code 4400.80.

Records Officer will assist you completing the Inventory Worksheet




Retention SChed u |eS - Provost and Academic Vice President

APPLICATION FOR AUTHORITY TO

. " APPLICATION FOR AUTHORITY TO APPLICATICN MO. B5-14%
DISPOSE OF STATE RECORDS arruicamion uo, 85449
& wadan CTEATION SHETS - . J— DISPOSE OF STATE RECORDS PAGE 20%
e EROVOST
e DESCRIPTION OF ITEMS 08 RECORD SERIES | scTow Taxes
— e Izem Ko Descripeion
532. | Armual Report (Record Copy) | 532. Annual Repors (Record Copyl
Dates: 1979 - [ Dases: 1878 —
Volume: Megligible Volume: Wegligible
Annuoal Accumulation: Megligible Annual Accumlation: Negligible
Arrangesent: Chronological | Arrangsm=nt: Chronological
This record series consists of the annual report outlining the academic This record s=ries consists of the annual repors cutlining the academic
johlights, accom ves of the Departmen highlights, accomplishments and futurs goals and cbjectives of the Department of
m“]:‘m_‘l';, Education &nd College Student Pecschnel. Counselor Education and College 3tudent Persomnel.

Recommendation: Retain one (1]} set of the annual report in the office permanentl

Transfer one (1] set of the annual report to the University Azch

A i . i 5 1 t i + F
Rocoomendation: Retain one (1) set of the annual report in the cifice Dispasition for pecmament retemtion.
permane Transfer one (1) set of the ennual report
to the University Archivea for permanent retention. | Approved 53— Bes PR .
P | Superseded by University Wide Application No. 18-22 Isem No. 2
533, |Rejected Applicants File | Emtos 2088 —
% 2 12 L Hemiimipl
. b ) x 2 iral by i
alation: Negligible - e, 4 . . . N s
Mrrangesant: Alphabetical by position /i IE Fris—ee o £ 3 = d=es = =
This record series consists of letters of reference and rejection, sppli- e = -
cations for admiseion to the College Student Personnel Progresm, noticea of . e i oo o 1. L .
selection and correspondence with applicants. L . . . ST G ’ &

Dispesition =

Reccemendat ion: Retain in office for ene (1) year, then dispose of pro- Approvad 534. Counselor Education Student Files

no litigaticn ia pending or antlcipated.
Dates: 1362 —
534, |Coumselor Education Student Files Volums: 22.5 Cu. Fs.
Annual Accumlasicn: 1 Cu. Fs.
1962 = Arrangsment: Alphabesical
274 o, ¥
prrual Accumalatio 1 cu. Pe. This record series consiztz of 20 cubic fees of resumss, per=zcmal data forms,
Arrangement: Rlphabetical ===ays submizted by students explaining why they wiszh to e=nser the professicnm,
copies of ipts, =tc. of = who have completed a major in Counselor

Education dasing back sc 1362 and cubic feet of studens file dasing back to 1378
of students who have sither never completed the application process or whose
applications wers rejected.

This record series consists of 20

£ transcripts, etc. of students who have coepleted a major
£

ting back to 1962 and 2k cubic feet of student
b dat e cho hive sith ‘!w & completed the appli- | Recommendation: Resain in the office for five (5] years following the date of

hose apolications ver eé;j:;tg - P T gradustion or day of last attendance at the Univerzsity, then dispose
- whose applic s were .

of provided no litigation is pending or anticipated.

Recommendation:

date of gz
veraity; the
o anticipated.

(Old Version) | ~ (Updated Version)

Originally Created in 1985 - Current Versions Have Been Digitized And Are Searchable \
; " Y 4 \ V 4




Records Retention Schedules - original copies From 1985

VP fdvance menf
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Records Retention and Disposal atww

e Over 40 buildings.

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

e 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
e 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 lllinois University, as

a state institution, recognizes the definition as put forth by the lllinois 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]

Y. \\\/\k



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

e Annual Budget Reports

e Course catalogs and timetables

e Student grades and transcripts

e 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
Va \\\/ \A\

e Time Sheets



CO nseq UeNCEeS For Poor Records Management

* Legal.

 Class 4 Felony for destroying records with out approval.

* Interruption to essential service.

e Accountability problems in expenditure of public funds

e Loss of records of historic value.

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

|
/ \\\/\k



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 lllinois: The Federal Art Project Collection of Wester lllinois University
-Building a Brighter Future for Rural lllinois: The Role of Public Transportation:
-Comprehensive report / Produced for the lllinois Partners by lllinois Institute for Rural
Affairs.

Papers for student organizations

Newsletters

Journal

Etc.



>
S
©
S
—
—l
(7))
7))
©
2
©
=
(D)
L
[—
o
<
D
o)
©
S
o
e
(7p]
<
7))
)
o
()]
&
-
(&
o
0
[®]
(D)
P

Arch




Preserving History for WIU




The History Of WIU

- It can not happen without your help!

(LT

L Delts Mappe
12

7 Rosen

e 1 Anowal Megport

Nowslettora--fhi Delta Kappa Newsiettes

k Officers
Finaly' fssuns in Bducation--correspondamce

Send us your history to preserve it!



Historical Documents - justa few:

%\-m.____*‘

WESTERN ILLINOIS UNIVERSITY ARCHIVES
CUDE  GRADE PRESIDENT.
¥ GRAD! GRADE GRAD BERNHARD, JOHN T.
g b P RECORDS RECO))

GENERAL CORRESPONDENCE .
1969-1970

Series no. Univ, =--Gen

S

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 | have records not on the Retention Schedule?

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

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




Records Disposal Certificate (RDC)

Officer at above address. Disposal date will be approximately 30
1sretumed to vour office. Retain approved copy permanently.

days from date form i3 submutted Retain records until approved copy

STATE OF ILLINOIS APPLICATION #
RECORDS DISPOSAL CERTIFICATE (Authoriry 1o dispose of State Records)
Sead to: WIU Records Officer
Bruce E Ackers, be-ackers@wiuedu &
University Archives/ Malpass Library
For assistance call: (309) 298-2717 TDepartment D erom, Brrcas Soctamny
Fill in all cohunns and sign. Send original and one copy to Records ADDRESS: 1 University Circle

CITY/ZIP CODE:  Macomb 61455

complies with the standards given in Section 4400.50 of

CONTACT:
ITEM s .
INCLUSIVE VOLUME OF METHOD
APP:;:D:;ION TITLE OF RECORD SERIES DATES RECORDS OF DISPOSAL
(cu.fi. or MB/GE)
If any of the above records are microfilmed, I hereby T hereby centify that in compliance with authorization received from the State
S6Rif; that the Glm on which the records were rep Records C the records listed above will be disposed of on or after this date:

the Regulations of the State Records C

Ifthe records are digitized I certify that the originals are

reproduced accurately and legibly in all details in a
medium that does not permit additions, deletions, or
changes o the image and complies with the standards
given in Section 4400.70 of the Regulations of the State

Siznature Date

bave been microfilmed or digitized)

Fecords Commission. Please print name and title on the line above
APPROVED:
(Signztare requized only if records listed above Chairman, State Records Commission Date

Director, Illinois Archives

Rev 62010 i

STATE OF ILLINOIS
RECORDS DISPOSAL CERTIFICATE

APPLICATION & 8s-149
{Authenty o H#Mm Ste k.n.-n-‘l

Send t;  WIL Records Officer

For assistance call: (309) 298.2717

Officer at above address. Disposal date will be appn

Ann Patridge, al-patridge@win edu
University Archives/ Malpass Library C
Fill in all columns and sign. Send original and one copy o Records -

days froe date form is submitted. Hetain records until appeoved cogy
is retumed to your office. Retain approved copy permanently.

_STATE AGENCY: Western Hlinois University |

riselor Education
partmenE Divmcn, Barees Jouso)
ADDRESS: 1 U Circle

oximately 30 _CITY/ZIP CODE:  Macomb 61455

CONTACT: Diane Heisner di-heimen@win echu;

ITEM #
FROM TITLE OF RECO)
AFFLICATION

RD SERIES INCLUSIVE VOLUME OF
DATES RECORDS

| Counselor Fducation Student Files 2007-2010 A S e ft

" _[en ft or MBAGH)

Course Evalustion Forms

':um..‘nn ) Loeut

Fiscal Admimstration File

| Fy 20002004 Y| Scup

If sy of the abowe records are gicroflimed. | benskry
certify that the film on which the sceonds were reproduced
compliss with the seandardy given in Section 4400.50 of
the Regulitiond of the Stake Reconds Comumilikon

If the records are digitived, | centify than the originale are
repeosduced sccurately and begibly in all detsils ina
mediun that does pot permit additions, deksions, o
changes 1o the image and complics with the standards
given im Section 4400.70 of the Regulations of the State
Records Commussion

of pecawray lamed Adave
T pep—

1 herehy castify that i compliance with suthorization recrived from the State
Reconds Commission the reconds listed above will be disposed of on of after this date

BL00T

Flease print mame aad tithe on the line above

— —APPROVED:
DA

51911

Chairman, State kuurd:'l_omunu Date
Mrectar, Mimads Archives

Rew 12713 win




ompleting a Records Disposal Certificate

Instructions for Completing State of Illinois
Records Disposal Certificate
The Saae of Nlinods Fecords Disposal Cenificare requires the fallowing informanion:

1. Application ® - The sumber of the Schedule Application. If vou need 1o dispose of records with different
applicatios pumbers (e §3-140 and 18-22% vou will need to complete two separste divporal cemificates.

1. State Agency — Alwrrs Western Tlliseds Universin

3, DepartmentDivision, Burean, Section = Name of Office completing the form.

4, Address - Always - | Univenity Circle, Macomb §1435

2. Comtsct — Your Mame, Email Address, and Phose Mumber

& Ttem No. from Schedule/ Application — The number for the records Hoted o the Schadale Application.
7. Rsvord:s Series Title — The ttle listed o the Schedule Application.

£, Inclusive Dates = The first date and last date for the records being dispoved. The last date entered in this block has
o b lazer than the date lisved for the iteem s the Retention Schedule. Example:

Recommendstion:  Fatain original course ontlines in the Dean's Office for thres (3) years, thes dispose of providing
wourss ouline has been revised or superseded by 3 new version.

If edlay*s darte in Tobv 1, 2019, then the Last date vou could nse is Tuee 30, 2016,
I ir is FY 2020 and yea want to dispose recesds by fiscal veas, the las: date would be FY 2013,

2. Volume of Records — When the records are on paper, the volume fs measured in cxbic feer; when the records are
digital, the vohame iv measured in kilobyies, megabyies, gigabytes ad 30 oa. See Guide for Estimating the Volume
of Records.

10. Xethod of Disposal = How the recoads are destroved, voch a5 shred, incizerate or recycled.

11, Microfilm Digitization Certification Bleck — You sigs bere when records having 2 permazens retention aze
coenerted to micrafile in complisnce with 44 [l Admin Code 4400.60 or converted to digital storage in compliance
with 44 11 Admin Code 440080,

MNOTE: Noa-permanent records scanned 1o @ digita] format do oot need a State of Ikisnais Fecards Disposal CenifScate
o dispose of paper copies. A Sune of [lineis Records Disposal Certificate is required when the digitl copy is deleted
from the svitem.

12, Date — The date upon which the records may be destroved and kas to be 30 davs the date your vign the form in
He. 14,

13, Sigmature - The mdividual disposing of the record, who generally verves 23 the peint of contact
14, Date: - Todsy's dme.
15, Name/Title - Typed of prizted nime asd title for the signatre provided

16. Approved = The sobmifted form has to be xigned by the Chairman of the State Records Comminion for approval
This i the fira] step in the disposal sutharization process.

For questions please call the Records Officer at (309) 298-2717.

—
‘ ‘--‘I'.

I*’

STATE OF ILLINOIS

RECORDS DISPOSAL CERTIFICATE

APPLICATIONS 1 BE148

B ol e duscpuonst ol Sdate B |

t‘nnm.ur.\nhnu Malpass Library
For snisteace call: (309) 298-2717

Fill in 2]l colamans 2ed 1ipn. Send ovipizal and one copy to Racords

Officer et sbove addness. Disposal deve will be sperogimetely 30

darys from date Sorm s submimed. Fetain records untl approved copy
[Eetain soproved cany prmansatly

i renemmed 1o vour effice.

ADDEESS: &

STATEAGENCY: 1 Western lilinods Unbwersity
3. sz Counselor Ed. & Colleze Student Perzonnel
[l =)

1 University Circle

CITY/ZIP CODE:

Matomb 61455

CONTACT: & Your Name. Email. & Fhone No.

ITEAL#
FEOM TITLE OF EECORD SERIES INCLUSIVE | VOLUME OF METHOD
DATES RECORDS OF DISPOSAL
AFPLICATION B
6 &M 7. Counselor Education Stedest Files LIV | coop |18 Shred
- toFYIOl |
TET I

6 7 7. Fiseal Admigistrative Files wrrs | e 1. Shred

M sy off i b Tewerds are mpmalirgd | berey
cemiy than e Gl on w hch e seconds sere reprodeed
compliies with e vasdiods @iven o8 SOt 0 30 of
the Hagulatioss of the Srag Rigodds Uoaumis s

B e rocasds are digiiond | ooty it the ariginali ase
rependuced accurately asd legibly s ol detah is s
nvecis that deoes mod permi sddiions. deletoen, oo
B Ut e el Commlac i 1 sdandards
Sewimom 4400, 70 of the Repulatmos of e Stawe
Ervodi Uommasamn

W haamitar srcuued saly of pecinds Likod aboe
B o ol e o i gaurod |

| Brey e by Dl i Comipl iasor with astlo N ation ecdivad Eom e Sease
Records Comminxion the recosd s et abwme will be digpased of omor afier tis daie

12 At beasi 30 days past

13. ¥our Siznature

Tgmarere
15, Vour Pripted Nams

14 Todav's Date
e

Plracs prise same sad titde o che lize above

APPROVED:

iFer Oificial Seme e Oaly

=t Sawre Records Ce

Dhane

Directer, [ineis Archives

R S200 % s

WIU Records Management

A Guide for Estimating the Violume of Records

I preparing documents for disposal or transfer it's often necessary to provide the estimated volume of
those records. The vohame of paper materials b typically exprested in cubic feet, electronic files in Kikobytes
(KB, Megabytes (MB), Gigabytes [GB)L or Terabytes (TB). This chart provides the standard measurements and
estimated cubic footage for common storage formats. There & also a General Formula fior converting simple
measurements into cubic feet and a Method for determining the volume of electronic réconds,

TYPE SIZE VOLUME ] CUBIC FEET
Box Bankers (7000 sheets) 107 x 12" x 157 1
Copler Paper 107 15° x 15° 15
| Legal Bankers W'=15"x24" |2
| uong Bankers Wrs1s" =3 |3 i
[Standard File Cabinet Letter Each 15° drawer | 15
o Legal Each 15" drawer |2 Jd
[ Lateral File Cabinet Letter Exch 30" drower | 25
| I . Legal Each 39" crawer (3
Shatf Flles Latter [ 15" x36%shetl |3 |
I Legal 15" n 36" shaeit 14 ]
| Open Shehving Files Letter 36" long 4
: . Legal | 367 long {3
| Roling Recycling 8in &5 galions, 300 pounds | 28" n 25" x 42" 15
[index Cardts Fas 127 stack 01
| 4 uE 12° stack 02
5 wE” 12" stack 03
I:!jre‘fllﬂl 16men u 100° | 90 resls 1
— 3Smen x 1007 | 44 reels 1 I
| Mecrafiche 8 26 1277 stack 02
| Green bar prints-outs 21°x 15" Wstack 1
Electronic Text Fites See Method below

General Formula
T efmeirt Medurements wts Cubs Feet, 1 the following formata:
1. Meadure (in inched) and then mulliphy the LeT'E LEAgTh x Width & Hight
2. Divide the total by 1728 = CUBIC FEET per item
Dne cwft, of reconds weighs about 30 Ibs. ding & >50 B if wet. One ton of records equali spprodmately 70 cuft

Method for finding volume of electronic reconds.
Right click on the files o folders you plan to delete
Serol down 1o Properties on The dropdown meny
“Ebe on Sak” = will tell you Bow iy KB, MB, GB, TB in that it

. &
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WIU Records Management

A Guide for Estimating the Volume of Records

In preparing documents for disposal or transfer it's often necessary to provide the estimated volume of
those records. The volume of paper materials is typically expressed in cubic feet, electronic files in Kilobytes
(KB), Megabytes (MB), Gigabytes (GEB}, or Terabytes (TB). This chart provides the standard measurements and
estimated cubic footage for commeoen storage formats. There is also a General Formula for converting simple
measurements into cubic feet and a Method for determining the volume of electronic records.

TYPE SIZE VOLUME CUBIC FEET
Box Bankers {2000 sheets) 10" x12" x 15" 1
Copier Paper 10" x15" x 18" 1.5
Legal Bankers 10" x15" x24™ 2
Long Bankers 10" x15" x 36" 3
Standard File Cabinet Letter Each 15" drawer 15
Legal Each 15" drawer 2
Lateral File Cabinet Letter Each 39" drawer 15
Legal Each 39" drawer 3
Shelf Files Letter 15" x 36" shelf 3
Legal 15" x 36" shelf 34 -
Open Shelving Files Letter 36" leng 24
Legal 36" lang 3
Relling Recycling Bin 95 gallons, 300 pounds 28" x25" x427 15
Index Cards 3'x5" 12" stack 0.1
4" x8" 12" stack 02
5" uE" 12" stack 0.3
Microfilm 16mm x 100" 90 reels 1
35mm x 100 44 reels 1
Microfiche 4" xE" 12" stack 0.2
Green bar prints-outs 21" x 15" 10" stack 1
Electronic Text Files SeeMethod below

General Formula
To convert measurements into Cubic Feet, use the following formula:
1. Measure (in inches) and then multiply the item's Length x Width x Height
2. Divide the tofal by 1725 = CUBIC FEET per item.
Onecu ft. of records weighs about 30 lbs. dry & =50 los. if wet. One ton of records equals approximately 70 cu ft

Method for finding volume of electronic records
Right click on the files or folders you plan to delete
Scroll down to Properties on the dropdown menu
"Size on disk” -will tell you how many KB ME, GB, TEin that unit

To determine the size of multiple filas follow this link Electronic Record Spe o visw a short video.




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




CLOSI N G - We Covered

- 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

*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.



