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PURPOSE
The purpose of this policy isto establish set of indtitutional requirements for the
reponsi ble management of University records.

SCOPE
This policy appliesto al records created by University personnd. For the purposes of
this palicy, “university records’ shal be defined as materid in any format —
including, but not limited to, paper, photographs, film, audio and video tapes,

drawings, and eectronic records— that are generated and received by adminigrative
and academic offices of the University in the conduct of business. Records produced
or received by any agency or employee of the University in the transaction of
Univerdty business are the property of Indiana Universty.

STATEMENT OF AUTHORITY
Authority for this policy is derived from the University groups responsible for the
effective management of 1U’s information resources. the Committee on Ingtitutional
Data, the Committee of Data Stewards and the Indiana University Archives. This
Committee on Ingtitutional Data is comprised of vice presidents, deans and directors
and is charged with establishing overal policy and guiddines for management and
access to the indtitutiond data resources of Indiana University.  The Committee of
Data Stewards is comprised of university and campus officials who have planning,
policy and operationa respongihilities for the management and use of inditutiona
data. The Data Stewards, as a group, are responsible for recommending policies and
establishing procedures and guiddines for university-wide management of
indtitutional data. The Univergity Archives, adivison of the Indiana Univeraty
Libraries, is authorized to establish and promulgate standards, procedures and
techniques for the effective management of University records. It isaso responsble
for preserving the University’ s documents and records of historica vaue.

STATEMENT OF BENEFITS
The implementation of sound records management practices and procedures for
records results in a number of benefits: fulfill legd mandates, reduce costs
for the retrieval of records, identify strategies for the preservation of records, reduce
the costs of storing obsolete records, and ensure the creation and management of
accurate and reliable records.

STATEMENT OF RESPONSIBILITY
Maintaining and providing access to records over timeis a shared responsibility.
Establishing and operating effective recordkegping systems and practices requires a
multidisciplinary gpproach. Universty offices shal make effective use of the
necessary range of expertise available throughout the University. Thisincludes
expertise in archives and records management, information technology, data and
information management, business system analysis and design, auditing, risk



management, and law.

REVIEW PROCESS
Departments, units, and adminigrative office designing or modifying recordkegping
systems shdl consult with the University Archives at the start of these projects to
discuss archival and records management requirements.

RELATED POLICIES:
See ds0 the Electronic Records Policy and the E-Mail as Records Policy for the
requirements for management of these specific types of records.

POLICY:

1) Recordsshall be created and captured for all defined University business functions
and activities.
For the purposes of this policy, records shall be defined as recorded information
in any form created or received and maintained by an organization or personin
the transaction of business or the conduct of affairs and kept as evidence of such
activity.

2) Unlversty recor ds shall be maintained in reliable recor dkeeping systems.
Recordkeeping systems shal meet legd and adminigtrative requirements,
national and international standards, and best practices for recordkeeping.
Recordkesping systems shall have written policies, assgned respongbilities,
and forma methodologies that fully and accurately document the overal
management of the system.

Recordkeeping systems shall include adequate system controls, such as audit
tralls, guiddinesfor classfying and filing records, and procedures for
measuring the accuracy of datainput and output.

3) Recordsshall beretained or disposed of in accordance with authorized and
approved recordsretention schedules.
Recordkeeping systems shdl include an approved disposition plan.

4) Work processes and associated business procedures and tools shall support the
creation and management of University records
- Recordkeeping shdl be built into the defined business processes and the work
environment thereby ensuring that records are captured, understandable and
usable.
Whenever possible, agencies shall creste models of business processesto
determine where and when records are created and used in the course of
completing business transactions.



5) University records shall beinviolate and secure
Records shdl be protected from accidentd or intentiond ateration and from
destruction while the record gtill has vaue.
Only authorized personnd shdl be permitted to create, capture or destroy
Universty records.

6) Univerdty records shall be preserved without loss of any vital information for as
long asrequwed by law, policy or best practice
Records shal be stored in controlled environments that preserve the record for
aslong asrequired. Technica specidists recommend a stable environment,
with atemperature between 65 and 75 degrees and arelative humidity between
30 and 50 per cent.
The future usability of records with long-term vaue shdl be ensured through
the development of reformatting strategies for copying records to a more stable
medium and conversion strategies designed to update hardware, software and
storage media.
Recordkesgping systems shal manage and preserve for the useful life of the
record both the content of the record as well as the associated metadata that
defines or documents the record’ s content, context and structure.

7) Recordsshall be accessible and retrievablein atimely manner throughout their
retention period
- Records shdl be easly accessble in the norma course of al busness
processes.
University records shdl be searchable and retrievable for reference and
secondary uses including audits, lega proceedings, and historical research.
Training and user support programs shal be available to ensure that users can
access and retrieve records.

8) Accessto Univerdity records shall be controlled according to well-defined criteria
Recordkeeping systems shall ensure that records are protected from
unauthorized access.
University offices shdl take measures to prevent unauthorized accessto private
and confidentid records by identifying private and confidential records and by
defining the rules governing access to these records.



