Answers to Frequently Asked Questions

RECORDS INVENTORY



Why do a records inventory?

What is a record?

Are there exceptions?

What is a record series?

What is a nonrecord?

What are transient/transitory records?
Transient/transitory retention

How do | determine the records retention period?

|Is email a record?

What is email?
Email management
Categorizing and managing email
Examples of email filing schema
Email storage




WHY DO A RECORDS INVENTORY?

Shawnee State University is required by Ohio
Law and SSU policy to maintain a Records
Retention Management System.

According to Ohio Law, a $1,000 per day fine
can be assessed individual department heads
for violating the records management
regulations for public agencies, including
colleges and universities.



WHAT IS A RECORD?

Acecordi ng t o Ohillol ARG
document, device, or item, regardless of physical
form or characteristic, created or received by or
coming under t(ofthe | ur I s
Universitye whi ch serves to
organization, functions, policies, decisions,
procedures, operations, or other activities of the

office. | —




ARE THERE EXCEPTIONS?

Exceptions are such recordased exclusivelyby
the creator whichdo notdocument a university
/mm/c/u/n/jon .. A T al CHU IR
class presentations are not to be listed on an
Inventory. However, a syllabus for that course
Shoul d be I nventori ed
Syl l abi, é but not nece
memberd a departmental or college record
series would be more appropriate.



EXC E PT I OAN(Sntinued)

Copies of original records that you keep for your
convenience are not your records. If you start by
saying, othis 1 s myourco
recordsodondt | 1 swentaryt(fe.gon y
P.O.s, R.F.P.s, Deposit Transmittals, etc.).
However, If you use a Pcard, then you do have th
original records and must list Pcard transactlons
as a record series. %




WHAT IS A RECORD SERIES?

A record series is defined as a single type of
record, or a set of records concerning one
function or purpose. A record series could be
student applications, faculty evaluation
summaries, maintenance record for a copier,

minutes of meetings, etc.
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