
The University Archives documents the history of the University by collecting material of historic or administrative value. 

We collect a wide array of material formats including paper documents, photographs, posters, digital documents, flyers, 

blueprints, e-mails, t-shirts, trophies, and other artifacts.   

 

Examples of materials often collected from offices around campus: 

 -minutes 

 -reports 

 -photographs of events 

 -t-shirts, buttons, trophies, promotional giveaways, other artifacts 

 -posters for events 

 -blueprints 

 -flyers 

 -promotional and program material regarding speakers, events, conferences, etc. 

 -correspondence regarding departmental/administrative issues 

 -film/audio recordings of speakers or presentations 

 -college/department plans 

 -handbooks 

 -newsletters 

 -brochures and pamphlets 

 -ISU printed publications  

 -announcements/correspondence/invitations regarding events, speakers, conferences etc. 

 -Homecoming material 

 -powerpoint presentations regarding ISU matters 

 -policies and procedures 

 

Things we DO NOT collect 

 -non-ISU conference material, reports, workshop material, etc.  

-faculty research material and publications (unless the subject matter is specifically about ISU) 

 -local history material 

-reports etc. from University groups outside your department/group.  We should get that material from the 

originating office. 

-national/state/city organizational material (societies like AAUP etc.- with the exception of meetings and event 

materials for an ISU chapter. No non-ISU specific material) 



-Material that according to the Retention Schedule should be destroyed (financial, personnel files, contracts, 

legal/disciplinary records, student records, etc.) Go to Procedures under the General Counsel’s page online for 

the full Retention Schedule. 

 

KEEP IN MIND THAT ALL OF THESE MATERIALS CAN BE EITHER PAPER DOCUMENTS OR DIGITAL (ON COMPUTERS, 

ONLINE, CDS, FLOPPY DISKS, ETC.)  

When it comes to digital files- the sooner they are transferred to the Archives the better.  

Digital files on your computer, disks, CDs, and stick drives can often degrade and become inaccessible     within a quick 

time period.  Corrupted files, obsolete software, and proprietary software can make accessibility difficult or impossible.  

In addition, reports, important e-mails, policies etc. can often be found on several computers.  For this reason it is best 

for a given office/department/committee to determine what 1-2 people have the official/complete records for a given 

area so that the material can be transferred to the University Archives.  Please contact the University Archivist to 

schedule transfers 1-2 times every year to ensure important digital files are not lost.   

 

University Archivist 

812-237-8435 

 


