December 15, 2005

TO:

R. Michael Tanner, Provost

FROM:
Mary M. Case, University Librarian

RE:

Request for Funding for a Three-Year Pilot Project to Launch UIC’s Information 

and Records Management Program

Proposal

The University Library is requesting $150,000 from the Provost in support of a three-year pilot project to launch an Information and Records Management program at UIC.  The project will support a full-time Information and Records Management Coordinator and a half-time graduate assistant, who, working in close collaboration with the University Archivist, will be responsible for educating staff across campus departments and administrative units to meet the mandated requirements of the Illinois State Records Act.  The project team will help units develop and gain State approval of disposition schedules, advise units on the transfer to Archives of records considered permanently valuable, and assist in the development of best practices for information management to increase administrative efficiencies.  The Project Coordinator will also coordinate efforts with similar initiatives in development or under consideration at the Urbana campus and within Central Administration units.  

An Information and Records Management program at UIC will minimize our legal liabilities and allow the reallocation of resources that are now spent on unnecessary duplication of administrative efforts, inefficient use of facilities, and the needless costs of storing records with commercial vendors.  Because the University has a legal mandate for records management and because the General Rules of the University dictate that the Archivist of each Campus is responsible for campus-specific records, I am requesting new non-recurring funds for this pilot project.  An evaluation of the project during the third year may lead to a request for permanent funding.

Background

The Illinois State Records Act (5 ILCS 160/1) requires all state agencies, including colleges and universities, to obtain the approval of the State Records Commission before disposing of any records.  To comply with this state mandate, the University of Illinois requires that all departments or units must obtain the prior approval of the University archivist, the secretary of the Board of Trustees and the State Records Commission prior to discarding any official university records.  Permission to dispose of records can only be granted if a department or unit first has a records retention policy approved by the Commission.  Failure to comply with the State Records Act is a Class 4 felony.  (See Appendix A for details on the State Law and University Rules.)

While the Illinois State Records Act has included colleges and universities since 1985, as of today, there are only 20 records disposition authorizations for UIC units that have been approved by the State Records Commission.  Few of these plans are comprehensive; most were developed in reaction to a space crisis or for a program that was closed.  This important mission is one of many responsibilities of the University Archivist, whose duties include identifying UIC records as well as papers of its faculty and alumni for transfer to the University Archives; preserving, arranging, and describing those collections so that they are then usable by researchers; assisting UIC staff and researchers to use the over 5000 feet of records, drawings, recordings, video tapes, and other material as part their research on the history of UIC; and teaching students on how to conduct research in an archival setting.  With so many competing responsibilities, it is difficult for the University Archivist to devote sufficient resources to its records management mission.

The Library is proposing that a professional Information and Records Management Coordinator reporting to the University Archivist be hired for a three-year period to help key university units develop and obtain approval for records retention plans, to develop an educational campaign for campus, and to coordinate information and records management initiatives with Urbana and the University Administration.  (See Appendix B for a job description.)  The University Library will hire a half-time Graduate Assistant to work with the Coordinator.

Advantages

Having dedicated funding for such a program would substantially improve the ability of UIC to meet its mandate as a component of the University of Illinois to be in compliance with the Illinois State Records Act and would position UIC to take a leadership role within the University as similar initiatives are underway. 

Risks

The risks to UIC of not establishing such a program include losing an opportunity to take a leading position within the University and increasing risks to the campus by not being in compliance with the Illinois State Records Act.  These risks are detailed below:

· Destruction of records on an irregular and haphazard basis can give the false impression that records were being destroyed to hide evidence--not because they had no ongoing value.  Destroying records in accordance with a Records Disposition Authorization will minimize this risk.  Since the Illinois Secretary of State approves all state Records Disposition Authorizations, the burden of justification for any individual retention decision is then transferred to the Illinois Secretary of State provided that the plan is being followed on a regular basis. 

· The University may lose valuable information and records as they are handled by staff unfamiliar with best practices for managing records and information. 

· When storage space becomes limited, or when older operating systems need to be migrated to new ones, many directors, department heads, and their administrative staff, will make arbitrary decisions on what records should be kept.  These decisions are frequently made based primarily on age of the records or data and not the information they contain.  This frequently results in the loss of UIC’s institutional memory.  This is a major problem as faculty and staff leave the institution and their computer drives containing important records are wiped clean. 

· Staff at UIC campus units frequently do not know who to ask when confronted with older records and information.  They will frequently ask around and implement retention decisions based on what other units are doing.  This increases the risk that campus resources will be wasted saving unnecessary records and information as well as the risk that records will be destroyed earlier than allowed by law or best practices. 

I appreciate your consideration of this proposal.  Please let me know if you need any further information.

APPENDIX A
University of Illinois Records Management

MANDATES

The University of Illinois General Rules Article VI, Section 4(b) states:

Records produced or received by any agency or employee of the University in the transaction of university business become university property. For the purposes of this paragraph, records shall be defined as including all documents, correspondence, accounts, files, manuscripts, publications, photographs, tapes, drawings, or other material bearing upon the activities and functions of the University or its officers and employees.

No university records shall be discarded or destroyed except upon the prior approval of the archivist pursuant to the finding and recommendation by the administrative unit involved that such records have no further administrative value. The archivist shall withhold the approval of any such action until satisfied that the records involved have no value for other administrative offices and that they need not be retained for legal reasons, as determined by appropriate officers. Where appropriate, the archivist may arrange for the transfer of records to the University Archives as an alternative to destruction
The University of Illinois President re-affirmed this role in a memo distributed in April 2001.  This memo states

Administration of the legal and policy requirements regarding the disposal of University records is vested in the University Archivist at each campus. This includes the University's Records Disposition Scheduling. This policy confirms that and authorizes the University Archivists to develop use of a common form and procedure for records scheduling. . . .

To comply with the Illinois State Records Act (5 ILCS 160) and the University of Illinois General Rules Concerning University Organization and Procedure, all University of Illinois campus and University Administration offices are required to secure approval of the University archivist, the secretary of the Board of Trustees, and the State Records Commission prior to discarding or deleting official University records.

The Illinois Administrative Code Section 4400.25(c) states:

The State Records Act places three major responsibilities on State agencies: 

1. No record shall be disposed of by any agency of State, unless the approval of the State Records Commission (hereinafter referred to as the Commission) is first obtained. 

2. The head of each agency shall establish and maintain an active, continuing program for the economical and efficient management of records of the agency.

3. The head of each agency shall submit to the Commission, lists or schedules of records in his custody that are not needed in the transaction of public business and do not warrant further preservation. Any agency that knowingly and without lawful authority alters, destroys, defaces, removes, or conceals any public record is guilty of a Class 4 felony as provided in Section 32-8 of the Criminal Code of 1961 (Ill. Rev. Stat. 1987, ch. 38, par. 32-8) 

APPENDIX B
 UIC Information and Records Management Coordinator

Draft job description, 10/11/2005

As part of the University Library’s Department of University Archives, the UIC Information and Records Management Coordinator would work with UIC campus units to assist them in managing information assets in compliance with external and internal accountabilities, allowing for more efficient storage and retrieval of information and records.  This would be done by:

· Coordinating between UIC campus units, the University of Illinois Board of Trustees, and the Illinois State Records Commission to develop retention programs that meet the requirements of the Illinois State Records Act as well as any other laws or best practices covering the records of each individual campus unit.

· Working with established campus working groups in areas of information and records (i.e., FERPA and HIPAA committees) as needed to help establish sound policies and procedures that balance concerns of compliance, privacy, and preserving UIC’s institutional memory.  

· Assisting campus unit to identify records and information that have no ongoing administrative, financial, legal, or historical value and plan for its destruction or deletion.

· Communicating the University of Illinois Records Management Program by developing information and records liaisons in each campus unit.  The Information and Records Coordinator would then train and advise the liaisons on how to comply with the University of Illinois Records Management Program and implement it in their unit.  

· Training the information and records liaisons on information and records management best practices (ie-management of e-mail, management of desktop files, management of files stored in a distributed network, etc).

· Facilitating the transfer of historical information and records to the custody of the University Archives for preservation.
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