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Financial Resources Records
Funding:  Records involving grant calculations, fundraising campaigns, endowments, etc.

Personal Information Banks
Fundraising Campaigns
Location: Development Services, Alumni Services, various departments
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, email, phone, financial information, amount donated
Uses:  To keep a record of monies collected and donors during university fundraising campaigns.  

Users:  Development Services, Alumni Services, various departments
Individuals in Bank:  students, staff, faculty, public

Retention & Disposal:  varied/to be determined
Foundation, Endowments
Location:  University Advancement, Alumni Services
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, date of birth, marital/family status, address, phone, email, fax, occupation, education, financial information, chronological correspondence regarding donations, reports related to university campaigns/initiatives, planned gift commitments  
Uses:  To maintain and track the various donations, planned gift commitments and potential donors associated with the university.  

Users:  University Advancement, Alumni Services, University Communications

Individuals in Bank:  current and potential donors

Retention & Disposal:  varied/to be determined

Budgets:  Records outlining university budgetary plans and expenditures.

Accounting:  Records detailing accounts receivable and payable, student information, and grant payouts.
Personal Information Banks
Accounts Receivable 
Location:  Finance, all departments
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, date of birth, address, telephone, email, fax, financial information
Uses:  To generate invoices for outstanding accounts and maintain a record of their status.  

Users:  Finance, finance administrators, all departments  
Individuals in Bank:  students, staff, faculty, public  

Retention & Disposal:  varied/to be determined

Accounts Payable

Location:  Accounting, all departments
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, date of birth, address, phone, email, fax number, financial information

Uses:  To provide reimbursement for various employee related expenditures and to maintain a record of their status.

Users:  Accounting, finance administrators, all departments

Individuals in Bank:  staff, faculty
Retention & Disposal:  varied/to be determined

Student Accounts
Location:  Business Office, Registrar’s Office, Finance 

Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, records of tuition and incidental fees paid and reimbursed, balances owing for residence fees, library fees, miscellaneous fees

Uses:  To manage student financial accounts with the University.  

Users:  Business Office, Registrar’s Office, Finance

Individuals in Bank:  students

Retention & Disposal:  varied/to be determined

Grants
Location:  Dean’s offices, Registrar’s Office, Student Financial Assistance, Awards Office  
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, gender, address, phone, email, employment information, yearly income, personal financial information, education
Uses:  To aid in determining eligibility for a grant  

Users:  Dean’s offices, Registrar’s Office, Student Financial Assistance, Awards Office  

Individuals in Bank:  students, faculty

Retention & Disposal:  varied/to be determined

 Salary Management:  Records pertaining to the proper dispersal and payout of staff salaries.
Personal Information Banks
Salary Management
Location:  Human Resources, Carleton Finance
Legal Authority:  Carleton University Act, 1957

Information Maintained:  name, address, phone, email, position, department, social insurance number, attendance and leave records, benefit options, salary, payroll and benefit transactions  
Uses:  To ensure the proper payout of earned salary.

Users:  Carleton Finance

Individuals in Bank:  faculty, staff

Retention & Disposal:  varied/to be determined

Banking, Loans, Investments, Guarantees:  Financial records of university transactions.
Financial Statements:  Final records and reports of institutional finances.
Taxes:  Records pertaining to university tax costs.
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