ASUC BY-LAWS

Title VII

Archival/Records Retention Policy

The ASUC shall establish and maintain an ASUC Archives.

ARTICLE I - PURPOSE

The purpose of the Archives is to provide the ASUC with a comprehensive institutional memory.  The Archives shall gather, organize, maintain, preserve, and make accessible for study and use the records of the ASUC and the history of the Association.

ARTICLE II - CONTENTS

The Archives shall incorporate the following records and materials:

2.1
Essential Documents:
1.
Agendas and Minutes of the ASUC Senate, bound and organized chronologically and indexed;

2.
A chronological file of all ASUC resolutions, By-Laws, statutes, policies, and regulations in effect;

3.
Records of ASUC Judicial Council cases and opinions including: copies of charge sheets; written briefs and documents used in each case; final judgments of the Council;

4.
Copies of the annual budgets of the ASUC and any related and clarifying budget material;

5.
Agendas and minutes of all standing ASUC boards and committees including Senate committees.

6.
At least one photograph of every elected official.

2.2
Supplementary Documents:
The Archives shall be the central repository of any ASUC materials related to the history, activities, operations, and events of the ASUC.  The Archives should develop and maintain:

1.
A record file for each ASUC program, office, operation, and activity;

2.
A biographical file indexing the names of participants in the ASUC and identifying those records related to their participation;

3.
A master reference index for all materials contained in the Archives.

ARTICLE III - COLLECTION, ORGANIZATION, AND MAINTENANCE OF MATERIALS

3.1
All records, documents, reports, and other potential archival material in the ASUC shall be evaluated by the ASUC Archivist before it is discarded.  No material shall be discarded without prior review.  All material which an office or program decides to remove from its files or records shall come under the jurisdiction of the Archivist.

3.2
The Chairpersons of the organizations listed in Section II.A above (Senate, Judicial Council, Elections Council, and any standing Boards and Committees) shall be individually responsible for insuring that the documents listed are promptly and regularly provided to the Archives.

3.3
The ASUC Office of Student Affairs shall have general and overall responsibility for insuring that records and other potential archival materials are provided to the Archives in a timely and complete manner.  The ASUC Office of Student Affairs shall frame and enforce regulations necessary to the fulfillment of this provision.

3.4
The Association shall annually budget appropriations which, at a minimum, are sufficient for the collection, organization, and safe and accessible storage of those “essential documents” listed in Section II.A.

3.5
Those documents and records listed in Section II.A shall be available for review and duplication by any member of the Association.  The Archivist shall set rules and regulations which provide for this public access and security of the records.

3.6
The ASUC Archivist shall be a staff member designated by the ASUC Office of Student Affairs , along with such other staff assistance as may be needed for compiling and maintaining the Archives.

3.7
The Archivist shall prepare and present to the Senate each year both a report on the progress of the Archives and budget requests for Archive funding.
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