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A. PURPOSE 
 
The purpose of this policy is to establish responsibilities and requirements for records 
management. 
 

B. 

https://law.lis.virginia.gov/vacode/23.1-1301/
http://www.odu.edu/content/odu/about/bov/bov-manual/bylaws.html
https://law.lis.virginia.gov/vacodepopularnames/virginia-public-records-act/
https://law.lis.virginia.gov/vacode/42.1-85/
https://law.lis.virginia.gov/vacode/42.1-85/
http://www.lva.virginia.gov/agencies/records/
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Records Custody Transfer (also known as an ODU RM-1 Form) - The document authorizing transfer 
of inactive records to an onsite ODU storage facility, a commercial records storage facility, or the 
University Archives. 
 
Records Management Program - A planned, coordinated set of polic
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The University requires that its records be maintained in a consistent and logical manner 
consistent with applicable law. 
 
The University’s Records Management Program is guided by a set of professional records 
management standards, best practices, and legal and regulatory requirements and complies with 
the Virginia Public Records Act. 
 
Records created or received during the normal course of University business are the property of 
Old Dominion University and all employees are responsible for ensuring that records are managed 
in accordance with the University Record Management Program and in compliance with 
applicable Federal and State laws. 
 
The Records Management Program is administered by the University Records Manager.t 8d2779-3 ( fo)2.3 (n82 (l2rd)2.3 ( )Tj
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b. Records Management Steering Committee  
 

i. Meets with the University Records Manager on a regular basis to provide guidance 
on issues impacting the University’s Records Management Program.   

 
c. University Records Manager 

 
i. Oversees and directs University Records Management Program. 

ii. Trains and maintains communication with Department Records Coordinators; 
develops guidelines, procedures, presentations and tools to assist Department 
Records Coordinators in their duties. 

iii. Undertakes periodic assessments of departmental records management activities, 
and reports on the same. 

iv. Authorizes requests for destruction of University records by approving RM-3 forms. 
v. Provides approval for all offsite storage locations for university physical records. 

vi. Coordinates with the University Archivists transfer of historical/archival records to 
the University Archives as required by Library of Virginia records retention and 
disposition schedules. 

vii. Works with appropriate units to ensure that holds on destruction of University 
records due to litigation, audit investigation or FOIA requests are observed. 

viii. Advises senior management and Budget Unit Directors on records issues within their 
departments. 

 
d. University Archivist 

 
i. Works with Department Records Coordinators on scheduled transfers of historical 

records to the University Archives. 
ii. Determines the historical value of select records that ordinarily are scheduled for 
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i. Comply with retention and disposition instructions in the Records Retention and 

Disposition Schedules approved by the Library of Virginia.  
 

ii. 



Policy 3700 – Records Management Policy  6 
 

3. Electronic Images 
 
Hard copy records may be converted to electronic images (preferably TIFF or PDF) as long 
they are accurate copies of the original records in conformity with ITS Standard 11.6.0, 
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POLICY HISTORY 
************************************************************************ 
Policy Formulation Committee (PFC) & Responsible Officer Approval to Proceed: 
 
 
/s/ G. Mark Walsh       May 28, 2019    
Responsible Offis/
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