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Workshop Presenters

• Linnea Knapp, Assistant Director
Records & Information Management Services

• Tom Wood, UIS University Archivist

• Jordan Phoenix, Assistant Director
Records & Information Management Services
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Please…

• Turn off cell phones.
• Avoid side conversations.
• Sign the attendance roster.
• Complete the evaluation at the end of the 

workshop.
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Workshop Objectives

• Identify where to go for detailed information 
about University Records.

• Define obligations for managing records and 
other information assets.

• Describe how to initiate a request for records 
disposals and transfers.

• Name the steps to create a department-level 
Records and Administrative Data Management 
Plan.
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Managing Records & Information

• Internal Obligations
– General Rules Concerning University Organization 

and Procedure
• Article 4, Section 4
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Managing Records & Information

• External Obligations
– Illinois State Records Act
– Joint Committee on Administrative Rules (JCAR)
– HIPAA
– FERPA
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RIMS Website
go.uillinois.edu/RIMS
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RIMS Website
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Records Disposal or Transfer

• State approval needed before disposal

• University Archives / RIMS approval needed 
before transfer

• RIMS will work with you during the process
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• Step 2:
Identify Duplicates and Non-Records

• Step 3:
Determine the Retention

Records Disposal Process
• Step 1: 

Categorize the Files

• Step 4:
Identify Disposal Volume and Date Range
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Records Disposal Process
• Step 5:

Submit Disposal Request to the RIMS Office
(RIMSgroup@uillinois.edu)

• Step 6:
Disposal Approved

• Step 7:
Dispose of the Files

• Step 8:
Submit Disposal Confirmation to RIMS Office
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Records Transfer Process

• Steps 1-3 remain the same

• Step 3 – Retention Requirements may be:
– Eligible for disposal
– Not yet eligible, must be retained until retention 

period has passed
– Transfer to University Archives
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Transfer to Inactive Records Storage

• Records identified as not yet eligible for 
disposal

• Options:
– Departmental Records Storage
– RIMS Storage Facility
– CINTAS
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Transfer to University Archives

• Records identified as having enduring 
historical value

• To start the transfer process contact the 
University Archives (Tom Wood) 

• Complete a file-level inventory

• Submit transfer confirmation to RIMS Office
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University Archives
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Examples of University records of enduring value

• Documents, reports, publications 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)

• Records of significant campus events, initiatives, visitors, including photos and 
audio-visual material

• Meeting minutes and agendas
• Annual Budget Reports
• Course catalogs and timetables
• Student grades and transcripts
• Annual Payroll Summary Reports
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What happens to records sent to the Archives? 
Records as received
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Records after processing
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Archon Collection Record
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Archon Box Inventory
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UIS Archives Compact Shelving
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Compact Shelving Aisle
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UIS Archives Contact 

• Tom Wood, UIS Archivist
• 206-6520
• twood1@uis.edu
• http://library.uis.edu/archives/index.html

mailto:twood1@uis.edu
http://library.uis.edu/archives/index.html
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Records & Administrative Data Management Plan

Purpose of this Plan
Provide a general overview of the work and 
structure of the office or unit for which it was 
created and information about the current 
structure and future plans for how records and 
supporting documents or data used or created by 
the unit are managed. 
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Records & Administrative Data Management Plan
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Records & Administrative Data Management Plan

Create department-level documentation about 
information assets all in one convenient location.

the

RADMan Plan
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Records & Administrative Data Management Plan

• Operational Overview
• Business Functions
• Document Overview
• Systems Overview
• Document Scanning (if applicable)
• Disposal Plans
• Contact Information
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Records & Administrative Data Management Plan

Operational Overview
• Mission
• Reporting Lines
• Staffing
• Physical Locations (offices & storage)



2015 Administrative Leadership Conference

Records & Administrative Data Management Plan

Business Functions
• Records Policy Development & Establishing 

Records Best Practices
• Records support & guidance (disposal, use, 

and storage)
• Records Training and Education



2015 Administrative Leadership Conference

Records & Administrative Data Management Plan

Document Overview
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Records & Administrative Data Management Plan

Systems Overview
• SharePoint
• Box.com
• Banner
• HR Front End
• Hire Touch
• Microsoft Exchange 
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Records & Administrative Data Management Plan

Document Scanning

If only it was 
this easy
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Records & Administrative Data Management Plan

Disposal Plans
• University Records
• Business Documents
• Non-Record Documents
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Records & Administrative Data Management Plan

Contact Information
• Author of the plan 
• Administrators of the systems
• Unit managers
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Records & Administrative Data Management Plan

RADMan allows you to create a resource for 
your department about your documents and 
information assets using a single form.

• Better understand your processes
• Better manage your documents 
• Be audit ready
• Be BCP ready
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Workshop Summary

• For any information about University Records  
contact RIMS.

• Be aware  that there are obligations for 
managing your records and information assets.

• To initiate a request for records disposals and 
transfers contact RIMS.

• To create a department-level RADMan Plan 
contact RIMS.
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Workshop Summary

For any issues, questions, or concerns regarding 
records, documents or information assets…

Can you guess what comes next?

Please contact RIMS.

RIMSgroup@uillinois.edu
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Questions?
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