	COLLEGE OF HUMAN ECOLOGY 
Source: Records Management
Originally Issued August 1998 

RETENTION OF FUNDED RESEARCH PROJECT RECORDS


POLICY STATEMENT 

The College of Human Ecology requires that different types of records be retained for specific periods of time, and has designated official repositories for their maintenance. This policy addresses the retention of records generated by funded research projects, in a secure central location for a defined period of time. 



REASON FOR POLICY 
The College is committed to records management, which means providing archival space for records with enduring value, a records center for records that need to be kept for administrative, fiscal or legal reasons and space for records with academic value that are generated from funded research projects. The College, by identifying the material, making it accessible and securing its value is ensuring that space is not being wasted in other parts of the institution. 



WHAT DATA ARE COVERED BY THIS POLICY 

Hard copy and electronic inactive data, generated from sponsored research projects. 

      -- Will not include publications
      -- Will not include data from non-sponsored research, unless specific exemption is granted by the Associate Dean for Research. 



WHO SHOULD READ THIS POLICY 

· Deans, Directors, Faculty and Department Heads

· Administrative staff responsible for the maintenance of university records



RELATED DOCUMENTS 

University Policies

Other Documents

4.7, Retention of University Records

Records Retention and Disposition Schedule for the College of Human Ecology



CONTACTS 

Direct any questions about this policy to your Administrative Manager. If you have specific questions, call the following office: 

Subject

Contact

Telephone

Records Management

Eileen Keating

255-3530 Mon. - Wed.
255-6326 Thur. - Fri.



PROCEDURES: TO TRANSFER MATERIAL TO SECURED STORAGE 

1. If a faculty member has material from a funded research project that has academic value and needs to be retained, they should contact the Records Manager. A project name and number will need to be provided for sponsored research projects along with a date in which the material will be either reviewed or destroyed. This date can not exeed 10 years from when the material is transferred to storage. 

2. The Records Manager will provide assistance and supplies to get the material ready for storage. 

3. The material will be organized, boxed, inventoried and transferred to the secured storage area located in the basement of MVR. 

4. The boxes will be given locations. 

5. A complete inventory list of what is available in the storage area will be created and given to all the deans, chairs and administrative managers. 

6. In certain circumstances, such as retirement, or when leaving the univeristy, the name of the owner of the records can change. The owner is the person responsible for the material. For instance the department chair can be named owner and he/she would then have to make disposition decisions when the time comes. 

7. Written permission will be sought before recycling material. *At any time the College reserves the right to return material to the owner or if necessary recycle.



PROCEDURES: TO RETRIEVE MATERIAL FROM STORAGE 

1. Contact the records manager, and explain what box numbers are wanted. 

2. Boxes can only be signed out to the person who created or is the designated owner of the records. If faculty would like to review material belonging to other faculty/departments, they must have written permission from the owner of the material. 


