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Purpose: 

· To establish a university wide records management system. 

· To promote economy and efficiency in the creation, maintenance, storage, retrieval and disposal of the CEU records, also including electronic ones.

· To ensure the long-term preservation of records that are of permanent, archival value to the University.

· To protect organizational interests in accordance with American and Hungarian legal requirements.

Policy Statement:

All records, created or received, by university staff members in the course of their duties on behalf of the University, are the property of Central European University and subject to its overall control. CEU staff members are responsible and accountable for keeping accurate and complete records of their activities. Employees leaving CEU or changing positions within CEU are required to leave all records for their successors. 

The University will provide detailed procedures for the retention of records based on legal, operational, financial, administrative and other considerations through the establishment of a comprehensive and sound Records Management Program. Records with archival value are transferred to the Open Society Archives according to the Archival Policy of the Soros Foundations Network. 

Procedure Summary:

The Records Management Program will be developed by the Records Management Committee of Central European University.  Members of the Committee will be delegated by the Budget and Planning Committee and the Open Society Archives, and they will be representing the major units of the University including administration, student services and academic departments, as well as the Information Technology and Support Unit.  Until formal procedures are in place, the Committee will have the responsibility for determining which records should be retained and which may be safely destroyed or transferred to the Open Society Archives.  

The Records Management Program will take into consideration the following elements:

· Inventory of all recorded information based on series-level description

· Development  of records retention schedules for all types of recorded information

· Development of standard classification system  for records 

· Establishment of procedures relating to the effective management of current information

· Institution of forms design and control (to help avoid the creation of unnecessary records)

· Establishment of procedures on transferring semi-current records to the CEU Records Center, and on retrieving records from storage

· Training of staff members in records management

· Provision of advice and assistance in records management issues

· Promotion of records management requirements in future systems development

Related Policies and Procedures:

The Archival Policy of the Soros Foundations Network

CEU’s Code of Ethics

Attachment:

CEU Retention Schedule (April, 2003)
Definitions:

(ISO 15489 and the terms of the Network Archival Policy) 

Classification System: systematic identification and arrangement of business activities and/or records into categories according to logically structured conventions, methods, and procedural rules represented in a classification system.

Current records: records regularly used for the conduct of the current business of an agency, institution or organization and which, therefore, continue to be maintained in their place of origin.

File: an organized unit (folder, volume, etc.) of documents grouped together either for current use or in the process of archival arrangement.

Non-Records: extra copies of documents preserved only for convenience of reference; stocks of printed and reproduced documents kept for supply purposes where file copies have been retained for record purposes; books, periodicals, newspapers, posters and other library and museum materials acquired for reference or exhibition purposes; private materials made or received by the employee(s) of the University.

Records: information created, received, and maintained as evidence and information by an organization or person, in pursuance of legal obligations or in the transaction of business.

Records Inventory: a survey involving the gathering of basic information regarding the quantity, physical form and type, location, physical condition, storage facilities, rate of accumulation, uses and similar data for the purpose of planning, acquisition and disposal programs, microfilming operations, new facilities and related archival activities.

Records Management: field of management responsible for the efficient and systematic control of the creation, receipt, maintenance, use and disposition of records, including processes for capturing and maintaining evidence of and information about business activities in the form of records.

Records Retention Schedule: a document describing the recurring records of an agency, institution or administrative unit, specifying those records to be preserved as having archival value and authorizing on a continuing basis and after the lapse of specified retention periods or the occurrence of specified actions or events, the destruction of the remaining records. 


Retention Period: the length of time, that records should be retained in offices before they are transferred to a records center, or if in a records center before they are transferred to archives or otherwise disposed of.

Semi-current Records: records required so infrequently in the conduct of current business that they should be transferred from offices to records center pending their ultimate disposal.

Vital Records: records vital to the continuity of business in cases of emergency or after disaster, and which protect the rights and interest of the institution or entity, its parent organizations, employees and public. 
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