
  Records Retention & Disposition Schedule 
Creation / Revision Request Form 

Records_Retention_Template 
V2.0 Revised 10/2015 

1 

Agency Information 
Agency:  
(Name and Code) 

Records 
Officer: 

Sub-Agency 1: Email: 

Sub-Agency 2: Phone: 

Date of Request: 

Record Series Information 
Series ID:  
(if new leave blank) 

Series Title: 

Series Description: 

Retention Period: 

Disposition: Archive   Destroy 

Comments: 

Access Restriction: 

Vital Record?: Yes Record Format: Paper Electronic 

No Microfilm Analog A/V 

Electronic 
Recordkeeping 
Plan required?: 

Yes Electronic Recordkeeping Plan on file: 
(Title and Approval Date) 

No 

Click Submit to 
Email Form 

Attachment 6

Administrator
Sticky Note
RL: Through discussions with faculty senate committees, IT, and stakeholders 3 years seems to be an acceptable length of time for retention. We have outlined some exceptions to the 3 year retention time frame such as research needs.

Administrator
Sticky Note
RL: We have determined through lengthy conversations that Accreditation records are pulled out of the course content records and thus are managed separately. This means that our retention length which was 8 years can now be reduced dramatically. 

Administrator
Sticky Note
RL: Added state and federal restrictions and have included university policy towards IP. 

Administrator
Sticky Note
RL: Some concerns were raised about instructors off canvas. This schedule is targeted to be broad enough to cover both electronic and hardcopy formats. 

Administrator
Sticky Note
RL: We wanted to include a section that allowed instructors/departments to flag historic lectures/presentations to be archived. 


	Agency Name and Code: Kansas State University, 367
	Records Officer: Ryan Leimkuehler
	SubAgency 1: 
	Email: rleimkue@ksu.edu
	SubAgency 2: 
	Phone: 785-532-5013
	Date of Request: 
	Series ID if new leave blank: 
	Series Title: Course content records
	Series DescriptionRow1: Records created by instructors or designees to develop an educational interaction or a teaching opportunity. These records may include readings lists, curated content, lecture materials, instructor-created audiovisual resources, and prepared assessment materials (e.g., blank exams and quizzes).
	Retention Period: See comments
	CommentsRow1: Three (3) fiscal years from end of term when course is taught. Academic units and instructors with infrequently taught courses can contact records management staff for assistance in updating relevant course content. Unique/Special Lectures or audiovisual resources considered historically significant should be transfered to the University Archives by contacting the University Archivist.Each academic unit is responsible for maintaining accreditation records in accordance with their accreditation body; see Accreditation Reports and Review Records 0005-367.Restrictions may include: KSA 45-221(a)(1)(9); 20 U.S.C. § 1232g; 34 CFR Part 99; institutional policy to share course content only to those enrolled and to limit cheating/misuse. Intellectual property of these records will be governed by the University Handbook, Appendix R: Intellectual Property Policy and Institutional Procedures.Academic units and instructors, in conjunction with the Office of the Provost and Senior Vice President, are responsible for keeping and maintaining these records.
	Access Restriction: See comments
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