Kellogg Staff Meeting, June 2008
Archiving of Financial and Payroll Records – What to Keep and How Long to Keep It
Kellogg Office of the Dean website – look here for updated information and handouts from DA meetings.  Also includes a new staff orientation to Kellogg checklist.

http://www.kellogg.nwu.edu/dean/generalinfo/index.htm

Summertime Spring Cleaning:

Summer is a great time to clean out your files, boxing old stuff to make way for the new fiscal year.  Here’s what we recommend you keep at your fingertips:

Prepare space in file cabinet for FY 2009 – Fiscal Year 2009 will be open to charge expenditures against on approximately August 15.

Keep FY2008 and FY2007 in your file cabinets, for ready reference if needed.  

Archiving Financial Information:

Box all documentation three years or older in boxes with the appropriate fiscal year clearly marked on the box. 


Include PD documents, budget statements, memos, etc.


*Keep computer purchase documentation in a separate file for quick reference, if necessary.

Anything older than 7 years (dating back to 2001 or earlier) may be shredded.

Archiving Payroll Information:

Keep three years in file cabinets.  Documents older than three years (dating back to 2005 or earlier) should be shredded.  Make sure that all documents containing social security numbers are secure in cabinets and are shredded when they are discarded.

To View Budget Statements Online:  Talk to Gisela Gutierrez to get authorization access to your accounts through View Direct  http://infopac.itcs.northwestern.edu/welcome.htm
Need Tips for CUFS, Financial Policies, etc?  Check out this website:

http://www.northwestern.edu/finsys/newsltrs/letrmenu.htm

Training Resources:

For an overview of training opportunities offered by various departments at NU, check out this website:

http://www.northwestern.edu/training/

