[bookmark: _GoBack]Transfer of Historical University Records to Archives Reappraisal
	Title:
	Amount of boxes:

	Identifier:
	Date of Accession:



Type of Review:
	□ 10 Year
	□ 25 Year

	□ Marketing Materials   
□ Published Materials
□ Special Event History     
□ Photographs and Audio Visual Materials
□ Building Plans (10 years after building demolition).
                                                                           
	□ Procedural History
□ Policy
□ Maps
□ Academic/Curricular Historical Development
□ Activities and Functions of Academic and Administrative Offices
□ Board, Commission, Committee, Organization, and Club records.
□ Records of major university officers and administrators, such as the President, Provost, and Deans (25 years after individual has left office). 



Records Segregated by Records Management:
	□ Michigan FOIA Exempt	
	□ Invades individual privacy                           □ Licensing, employment, academic examinations
□ Appraisals of real property                         □ Public body discussion that warrants protection
□ Pending public bids                                      □ Medical, counseling, of psychological facts about individual      
□ Attorney-client privileged information     □ Civil action in which requesting person is party
□ Academic transcripts where student is delinquent in payment to university
□ Advisory communication before policy or action that clearly warrants privacy
□ Campus security measures, including terrorist threat measures
□ Applications for university president during hiring process, until finalists are identified
□ Law enforcement interference in proceedings or right to fair trial
□ Law enforcement disclosure of investigation techniques, information that could endanger, identities of confidential source, communication codes, deployment plans, or officer personnel records        

	□ HIPPA
	□ Individual’s past, present or future physical or mental health or condition
□ The provision of health care to the individual 
□ The past, present, or future payment for the provision of health care to the individual

	□ FERPA
	□ Personally identifiable student information (beyond directory)
□ Directory information for student who opted out 
□ Identifiable educational information including transcripts, GPA, grades, and academic evaluations

	□ State of Michigan
	Record is deemed as permanent by State Retention Schedule: 
□ Law Enforcement: Annual reports, General orders and policies
□ Financial: Final affidavit of payment, Bond creation certificates
□ General: Public body meeting records

	□ Under Review 
	Review is in process or reasonably anticipated:
□ Litigation                                         □ Investigation                                   □ Audit



Records Management Assessment






Internal Audit Approval
□ Yes         □ No 
Department Approval
□ Yes         □ No 
