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1. Purpose:

Records Retention

Vice President for Finance and Administration
December 6, 2005

March 1, 2019

To establish a records retention schedule for
University records

Record Retention Committee
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Cc ted [HHR1]: To be formed following the

Fall 20263 and every five years thereafter

MDAH Records Retention Schedules for the
Institutions of Higher Learning:
https://www.mdah.ms.gov/sites/default/files/2026-
04/Institutions-of-Higher-Learning-4-16-26.pdf

MS Annotated Code §§ 25-59-1 et seq.

2—Mississippi University for Women (“the-University”)-seeks to ensure access to past,
present, and future public records and preserve vital information generated by the
University through an approved records management and retention program utilized

across the University. Records management includes techniques such as

determining retention periods, providing storage and access to permanent records,
through either-approved destruction methods.erthrough-

and disposal of records

located-in-Fant-Memeorial-Library In addition to provid

disposing of documents set by the Mississippi Department of Archives and History

(MDAH), the Records Retention policy complies with Mississippi Annotated Code, 88

25-59-1 et seq for archives and records management of public records.
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Cc ted [HHR2]: This is copied from MS Code;
referred to in policy, so delete.

All University records are the property of Mississippi University for Women
regardless of their physical_or digital locations, even when they are in the
possession of individuals, and as such, may not be permanently removed from
the University nor destroyed except in accordance with this policy.

A University record means all documents, papers, letters, maps, books, tapes,
photographs, films, sound recordings or other materials regardless of physical
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form or characteristics (including electronie-d records, mail, or data) made or
received pursuant to law or ordinance or in connection with the transaction of
official business by the University. Books, periodicals and other published
material normally found in a library are excluded from this definition.

All University records are retained in accordance with all federal and state
laws/regulations and this policy.

All University employees are responsible for ensuring that University records are
created, used, maintained, preserved and destroyed in accordance with this
policy.

No one may deliberately alienate, alter, or falsify any University record.

The unauthorized taking, destruction, removal or use of any University record is
prohibited.

4-3.Roles and Responsibilities

The University’s Records Retention Policy and its related procedures and
records retention schedules will be administered by the Vice President for
Finance and Administration through the Dean of Library Services or his/her
designee, who will serve as co-chairs of the Records Retention
Committee. Membership on the Records Retention committee shall include
the University Archivist (ex-officio), University Counsel (ex-officio), the
Registrar (ex-officio), the chair of Council of Chairs (ex-officio), and
representatives from University Relations, Council of Chairs, Human
Resources, Academic Affairs, and Institutional Research.

Each University academic and administrative unit shall designate a liaison
responsible for ensuring compliance with this policy. The liaison is expected to
monitor this-policy changes as updated by the committee and its-related
procedures and retention schedules.

The committee will meet yearly, or on an ad hoc basis, to update individual
units on changes to the Schedule (when appropriate), discuss hosting
informational sessions for campus units, and review changes or suggestions
to Schedules.

5.4.Retention of University Records
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Records should be retained, transferred, or destroyed;-erotherwise-disposed
of as indicated on a Records Retention Schedule-(“Sehedule?), set by the
Mississippi Department of Archives and History, and posted online
(https://lwww.mdah.ms.gov/sites/default/files/2026-04/Institutions-of-Higher-
Learning-4-16-26.pdf).

All offices and departments should reqularly (i.e., at least annually) use and monitor
their approved Schedules and determine if they are active or inactive. Schedules
may be amended, added to, or otherwise changed by contacting the Records
Retention Committee.

Fant Memorial Library’s Beulah Culbertson Archives and Special Collections
shall provide guidance in executing the MDAH schedules ereate-and share
recommendations, and if necessary, resources for long-term preservatlon

also retain-provide access to een#al&e&eem#e#a”suemhe sSchedules and-
reia%ed—ﬂans#uﬁals—and—eem#wmeaﬂens—meeweetfrom MDAH In-consultation-

MDAH—FuJes—and—pFeeemﬁes—Fant Memorlal lerary may also prowde campus
audiences with informational sessions related to directh-issue-Generak-the

sSchedules regarding frequent, normal disposal of certain routine internal
records and copies of records common to many University offices and
departments.
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Each department/college shall determine the best method of storage for both active
and inactive University records. In all cases, however, University records are to be
stored in appropriately secured areas.

For those inactive University records of long-term value that require continued
retention or preservation, the Archives provides some services:

a. Storage and reference assistance for permanent and/or
vital records;

b. Assistance to University offices and departments with special
records needs, including consultations regarding proposed storage
locations and facilities.

6.5.Disposal of University Records

b : : : Re he-dDepartment
heads or r{s— regresentatlves hws%should perform a records review reqularly (i.e.
annually) to determine the value or usefulness of departmental records. During this
review, the department head or its liaison should identify and designate the records
with lapsed retention periods that are no longer useful for disposal, destruction, or
transfer to the Archives.

When the retention period for a particular University record (regardless of storage
medium) expires, as specified in the Schedule, the University records may be

destroyed in-accordance-with-this-policy. Records-mustbe-destroyed-in a manner

that ensures confidentiality and renders the |nf0rmat|on no Ionger recognlzable asa
UnlverS|ty record : ; y .

UnlverS|ty records cannot be placed in trash receptacles unless the Unlver3|ty
records are rendered no longer recognizable as a University record.

Exiting or transferring employees must turn over all records to their successors
and/or manager. Managers should remind employees who are about to transfer
to another department or leave University employment of this fact.

7-6.Bispoesal-of PaperRecordsAfter Fransferto-OtherMediaRetaining Digital Copies

of Print Records

University Records that are created digital and do not have a print counterpart
should follow the same retention schedules as physical records. The Records
Retention Committee may provide guidance on long-term digital record keeping.

%@Wﬁkpapeﬁe#ml:or records that use dlmtlzatlon or dIQItal storaqe asa

method of permanent retention, eExtreme care should be taken when
transferring information to an alternate electronic storage medium or converting
documents to any other automated records processing system.
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c. The digital or stored electronic document accurately copies, creates,
or recreates the original record; and

d. The digital or stored electronic document can be produced in easily
readable form throughout the retention period required by the
Schedule.

Depending on size and sensitivity of records, the Archives may assist with
storage and/or digitization quidelines and suggestions, may make
recommendations for additional storage, or may assist with digital
preservations, if capable.

8.7.Litigation and Other Exceptions to Retention Schedule

Regardless of the particular Records Retention Schedule, any University record or
other document (whether hard copy or electronic) that is relevant or potentially
relevant to pending litigation or to any matter that is reasonably likely to result in
litigation must be retained until such litigation or potential litigation is fully and
finally resolved or closed. The University Counsel will distribute a memorandum to
all appropriate personnel when litigation commences or is imminent, advising of the
pendency of an action, the subject of the action and the designation of University
Records to be maintained outside the specified retention period. Records subject
to such notice are to be retained until notice has been received from University
Counsel authorizing disposal.

Regardless of the particular Records Retention Schedule, any University record or
other document (whether hard copy or electronic) that is relevant or potentially
relevant to any pending government investigation, survey, or inquiry or to any
matter that is reasonably likely to result in a government investigation, survey or
inquiry must be retained until such investigation, survey or inquiry is fully and finally
resolved or closed.

9.8.Further Guidance on Record Retention

All questions or concerns concerning this policy should be directed to the University-
Arehivist-or-the-Dean-of Library-Services-or-herfhis-desigheeRecords Retention

Committee.
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