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RECORDS DISPOSITION AUTHORIZATION

UNIVERSITY OF ILLINOIS ARCHIVES
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Pursuart to Article ¥, Seclion 4 of the General Rules Conceming Universice
Organizalion and Procedurs and the provisions of the Swaie Recero dor (5 _ =3 -2 24
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RECORDS LISTED ON THIS APPLICATION MAY BE DISPOSED OF PROYVIDING:
» THE INDIVIDUAL RETENTION PERIOD IS COMPLETE;

ALL AUDITS HAVE BEEN COMPLETED AND NO TITHZATION 1S PERDING OR
AMLICIPATET,

*» THEITEMS ARE CORRECTLY LISTED ON A RECORDS DISPOSAL CERTIFICATE
SUBMITTED 1O ANIY APPROVED BY THE STATE RECORDS COMMISSION 30 DAYS PRIOR
TODISPOSAL.

Certain records, as stipulated on this spplicaton, may be microfilmed and the arigingl hardeopy recond
disposed af if the record is microfilmed in accordance with (he standards of the Slate Records
Comunission Rules und il the tilm is retained for the prescribed relention period. Digposal of records
after microfilming must be noted un a Records Disposal Certificate,

THIS APPLICATION AND ANY RELATED RECORDS DISPOSAL CERTIFICATES ARKE 10O BE
RETAINED PERMANENTLY,
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Definicions:
"Foutine” Doguments are detined as:

Exira copies of documents, blank (orms, or reports presseved only for use as reference or for supply
purpases, whers one copy has been retained for record purposes,

Letters of transmictal und acknowledgment:

Mon-persenally addreased, unsolicited correspondence und cormunications that vriginate outside of the
Callege, such as "Deans armd Threciors™ meomoranda;

Requests for publications or information after the requests have heen filled;

Replies wo queslionnaires, where the summary results have been retained for record purposes;
Mulerial not filed as evidence of administrative aclivily ar for the infermational cantent theroof,
including — working notes, where a final report has been issuead, documents reaardin g repular office
tirctions such as correspondence requesting supplics. scheduling meslings, or informing others ol an
empleyee absence, whers a reeord copy ol Tinancial or persannel actions is retained in anather recond
srica.

"Drestray in a Sooure Manncr™ us de [ined as:

= Shredding or other methods used to destroy reconds in a controlled environment se the information

conlained therein can oo longer be viewad or otherwise accessod.
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Vice Chancellor for Academic Affairs Subjeet and Correspondence Files

Dates: 1al —
Yohune: 10 cubic feet
Aamual Accumulation;  MNegligihle
ArTEnzemant: Chronological

Subject  and  Comespendence Files  comsist of  adminisative
correspondonee regarding everall management ol the office of Viee Chancellor
Ior  Acwilerme  Affairs, anowal  and sununary reports, policy  slaterpents,
procedures, amd ofher matters related w the Office of Academic Affiire,

Rocommendation: Eetaie in office uondil inactive, then transfer o
Umiversity Archives for permanent retention.

Acndemic Scarch Files

Drates; 2000 -
Yilume 2 cubic fest
Annuel Accumulation:  Neglighles
Arrangcment: Chronolopical

Thiz record geries consisls roesumes of applicants applying for positions
within the (Tice of the Yice Chancellor for Academic AMairs, 1f alan contains
eorrespondence belween the Office and the applicant,

Recommendation: Retain five (3} wears lfom the cilective date of
emipleyment, and destray. provided that:

a) Al appheant files o positioms  about  which
gricvances have commeonced are  tetmined  watil
rasalution of all claims.

bl Al required audits have heen complored.

Human Resourees Files (Dmplicates)

Diales: 2000 -
Valume: 2 cubic fea
Anmnal Accurulation:  Weslizihle
Arrangoment: Alphabetical

This semes includes personne] relaled records for university civil service,
academic stafl, facully, and student emplovess, Personnel fles for students and
university eivil service include: departmental eopics of applicant referral,
notification of sppointment, and change of status [orms and correspornlence;
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notes and evalualions regarding employment; staff’ development activities: and
pricvances. Persammel files for facully and academic professivnal positions
mclude;  emplovinent  applications;  personal  histories:  vitae:
recommendation;  sabhatical leave requests and recommendations:  course
cvaluation forms; correspondence relating o teaching of courses; rescarch
projects;  departmental commillees and  other professional  activities;  and
deparumental copies of contracts with Beard of Trostees: notification of
appointment; and change of staes forms. The OfMice of Human Resowrces
matnsaing the agerey record copy,

Eeconunendation: Retain six (6) yeas after the date of lermination and
deatray, provided thal:

a) Personnel records for a) all emplayess who have
agserled a clam against the Universily shall be retainad
until such action i finally adjndicacesd.

b} all required audits have been completed.

Financial Records (Duplicates)

Dates; LS00 -

Vaolume: & cubie foct

Anmual Accumulation:  Negligihle

Armangement: Chronalegical and hy account number thereunder

Thiz scries contiing records covering activities supported by universily,
[oundation, state and lederal funds, and includes deparimental eopies af financial
documenls submitted to and receiverd fom the central business office, tneluding:
monthly statements of account; requisitions; purchase orders: miscellancous
vouchers and vouchers for trave!; stores; postese; printing and photozraphic jobs;
office machine repair and physical plant costs; telscommunications records:
miscellanenus service requisitions; corespondence and bills from  vendoms
relating 1o purchaso orders; mnd departmental work papers and supporting
doecumencation.

The Oitice of Business and Financial Services maintains the onginal copy
according o the following University of linois at Urbana Champaion RDAs:
R1-3.and DE-36
Recornmerndation: Retain three (1) yeurs from the end of the fscal year
and dispose ol provided that:

a) All required audiis have been compleled and na
litigation is perding or antivipated.

by Any additicnal relentivn requirements imposed by
extornzl  finding  sources  (granting  apencies,
erdowmenls, gle,) have expired.

letters  of
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Grant Applications - Llinods Board of Higher Fducation — Accepted

[Mates: 10r0s -
Valume: & cubic foct
Annual Acvumulatien:  Negligihla
Arranement; Chronolueisal

This recond series consists of grant applications submitted o the lineis
Board of higher educution and letters of acceplance from the IRHE.

Recommendation: Fetain five {5} wears alter completion of the grant Deferredd
period and dispose af, provided that: B0
- e : ) Diispasitinm
al Project prl!l[.ﬂ.limlb. copies of grant and contract Approved
agreements, and final project reports are transferred o 101508

Umiversity Archives [or pormanent retention

B} Any addihonal retention requirements speeified in
the granl have expired.

e Al required audits have beon completsd and no
litiganon is pending oF anticipated,

Grant Applications = Lllinois Board of Higher Education — Denicd

Diates: | )
Wolume: | cubic feel
Arineal Accumulation: Meglipible
Arrangement: Alphahetical

This record series consists of prant applications submitted o the Winois
Buoard of Higher Education that were not funded.

Fecommendation: Retatn two (2} vears and destroy Deferrel
AR LT

Ihsposition

Approved

101508
Caourse Catalog Dispute Files

Diates: L 9]
Yolume: 3 cubic fizet
Annual Accumulation;  Meplisible
Arranpairent: Alnhahztical

This record series consists of correspondence belween university officials
and students coneerming complaines regarding the conrse catalog.
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Recomemendation; Eetain five (3) vears from resolution of complaint and Delerred
destroy providing that oo litipation s pending  or 872008
antcipated. THspasition

Approved
101 SA08

Commuunity Collepe Partnership Files

[hanles: 15958-
Wilume: 3 cubic leel
Anrual Accurnulalion:  Negligible
Arranacment: Alphahetical

This record series containg correspondence, reports and policy statements
revariding the transfer of credits betwyeen communicy eolleges and TTIC, and the
It Arteulahion Intiative.

Foeommendation: Retain for five (5) vears and transfer to the Universicy Deferred
Archives for permanent retention. RiZU/INE
IHspesitinn
Approved
1051 5041
ingis Co-operative Work-Stody Program Records

Mates: 1508 -

Winlume: 3 cubic lest

Aomual Aceurnulation; 1 cubic (ol

Arranperrent: Chronological by evanl

This record senes consisls of invoices, work agreement, comespondence.

student cvalualions, applications, and final reports rogarding student work-study

placements al privals corporanions.

Fuecommaendation: Retain for five (3} vears and destroy provided that Nelerred
linal reporta are fransforred o the University Archives 820708
tor permanenl retention. —

ispusition
Approved
As Rewritten
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College Bridge Program Records

Drotas: 2000

Yalume: | cubic fecr
Annual Acenmulation:  Negligihle
ATTangoment: Chronslogical

This recond series consists of lists, correspondence, transeripts and repors
regarding the College Bridge Program, nowhich Chicage Public School students
lake a class at UIC, Student records are rotained permanently by the Office of
Admiasions enid Records,
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Recommendation:  Retain for five (3) vears lrom completion of the program and Trefarred
destroy provided that seoinary reporls are transferred 1o the #2044
Umversily Archives for permansnt retention. .
Drspasition
Approyed
Jus Bewrition
11544
Program Change Records
Dates: 1985 -
Violume: & cubic feel
Anmnual Accomulalion; MNealigible
Amangement:
This record series consiste of proposals to change an existing acadcmic
program or W add & new academic pregeam submitted to the Senate Commities on
Educatienal Policy, It alse includes and correspondence regarding the propuosal.
Recomynendation: Retain for ten (10} vears then transfor to the University  Deferred
Archives for permanent retsniion. #20/08
DHsposition
Apprwwe
101504
Approved Program Records
Drates: | 985 -
Volume: i) cubic leet
Annual Accumulation: 4 cubic leet
Arrangoment: Chremplogical by campus
This record serics docvments additions and modifcations made to the
curriculum. [t includes curriculum proposals submitted o the Senale Committes
on Educational Policy; policies; amil corespondence between the Department,
College and the Office ol the Vice Chuncallor for Acadernic AfTairs.
Eecormmendation: Hetam for rwenty (20} vears then fransfor to the Universite  Deferved
Archives or permanent retention. ELLL
Dispositiomn
Approved
1150008

Incomplete Program Proposals

Tiales: [ 0Es -
Yolume: 3 cubic feet
Annual Accumulation: Meplieihle

Arrangement: Chronolegieal by campus
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Thiz rocord series containg proposals w intreduce or modify an zeademic

program that wore not complelsd or submitted to the Senaste Committee on

Educational Policy,

Racommaondation: Eetain for ten {10} wears then Iransfer to the University Deferved

Archives foar permancnt retention. RI200E

Ihisposition
Appraved
1IW12508

Academic Course Records

Dates: 1983 -

Volume: 42 cubie foct

Amual Accumulation: 2 cubic foct

Arrangzeiment: By conrse number

This record series documenls changes to individual courzes, It includes

cowrse reyuesst tonns, conrse data sheels and correspendence.

Recommenidation: Eetain for twenly (200 woars and destrav. Deferred
108
Diispositlon
Apprruved

w1508




