Sponsored Research Office

Records Management Statement 
This statement identifies the records management procedures within the Sponsored Research Office (SRO) at Smith College and provides guidance to those who maintain files pertaining to externally supported faculty research.  As stated in the college’s Records Management Policy (http://www.smith.edu/libraries/libs/archives/records/), the Sponsored Research Office is the official custodian of faculty grant proposals, technical reports, and other documents pertaining to faculty grants.  It is vital, therefore, that the SRO receive copies of all such documents from the faculty.
The Sponsored Research Office will retain externally supported faculty grant files as follows:
· Non-funded proposals will be kept for three years from the date of submission.  Once three years have passed, the SRO will shred the proposal materials on file.

· Funded proposals will be kept for at least three years following the award expiration date.  After this time period, the SRO will notify PIs to provide them with the option of receiving their files. If PIs do not want their files, the proposal materials will be shredded.
Faculty grant files outside of the Sponsored Research Office may be maintained but should comply with the college’s Records Management Policy.  Further, financial records, regardless of the funding source, must follow the general retention schedule noted at the end of the policy.  The Controller’s Office is the official custodian of financial records.  All duplicate records held by other offices and individuals should normally be destroyed at the close of the budget reconciliation period.  

For further information, please contact the Sponsored Research Office at sro@email.smith.edu or extension 3010.
