
Ra8 h
  f
539.76 564.36 0.481 0.48 re
f
EMC 
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/P <</MCID 26 >>BDC 
/TT1 1 Tf
11.04 -0 0 11.04 54 554.04 Tm
( )Tj
EMC 
/P <</MCID 27 >>BDC 
-0.002 Tc 0.007 Tw 0 -1.88 TD
[(R)2.6 (ecor)-4.3 (ds M)-6 (anage)10.6 (m)-4.3 (ent)]TJ
0 Tc 0 Tw 10.359 0 Td
( )Tj
-0.002 Tc 0.002 Tw 0.272 0 Td
[(P)2 (ol)-6.6 (i)-6.7 (cy)]TJ
0 Tc 0 Tw 2.935 0 Td
( )Tj
EMC 
/P <</MCID 28 >>BDC 
-0.002 Tc 0.002 Tw -13.565 -1.87 Td
[(R)2.6 (evi)-6.6 (s)]TJ
(ed)Tj
0 Tc 0 Tw ( )Tj
-0.002 Tc 0.002 Tw 4.109 0 Td
(2021)Tj
0 Tc 0 Tw 2.207 0 Td
( )Tj
EMC 
/P <</MCID 29 >>BDC 
-6.315 -1.87 Td
( )Tj
EMC 
/LBody <</MCID 32 >>BDC 
0.006 Tc -0.006 Tw 1.63 -1.87 Td
(A.)Tj
0 Tc 0 Tw 1 0 Td
( )Tj
-0.002 Tc 0.007 Tw 0.63 0 Td
[(B)2.6 (ackgr)-4.3 (ound &)2.6 ( P)]TJ
0.002 Tw 7.761 0 Td
[(ur)-4.3 (pose)]TJ
/TT3 1 Tf
0 Tc 0 Tw 3.315 0 Td
( )Tj
0.272 0 Td
( )Tj
EMC 
/P <</MCID 35 >>BDC 
-0.005 Tc 0.005 Tw -12.978 -1.87 Td
[(A)-1 (d)-3.4 (m)-9 (in)]TJ
2.826 0 Td
[(is)-5 (t)]TJ
-0.002 Tc 0.007 Tw 1 0 Td
[(r)-6 (at)-6.6 (i)2.6 (v)-2 (e)10.5 ( r)-5.9 (ec)8.9 (or)-5.9 (ds)8.9 ( ar)4.9 (e i)2.6 (ns)-2 (t)-6.6 (i)2.6 (t)-6.6 (u)10.5 (t)-6.6 (i)2.6 (onal)2.6 ( as)-2 (s)-2 (et)-6.6 (s)8.8 (.)4.3 ( Th)10.5 (ey)-2 ( ar)-5.9 (e)10.5 ( v)-2 (i)2.6 (t)-6.6 (al)2.6 ( )11.2 (t)-6.6 (o )11.2 (m)-5.9 (ai)2.6 (nt)-6.6 (ai)2.7 (ni)2.6 (ng c)-2 (ur)4.9 (r)-6 (ent)4.3 ( bus)-2 (i)2.6 (nes)-2 (s)-2 ( )]TJ
0 Tc 0.005 Tw -3.826 -1.141 Td
[(a)1.7 (ct)-4.7 (i)4.7 (vi)4.6 (t)-4.6 (i)4.6 (e)1.6 (s,)6.3 ( a)1.6 (ssi)4.6 (st)]TJ
-0.005 Tc 6.935 0 Td
[(in)-3.3 (g)]TJ
0 Tc 0 Tw 1.326 0 Td
( )Tj
-0.002 Tc 0.007 Tw 0.272 0 Td
[(f)-6.6 (ut)-6.7 (u)10.6 (r)-6 (e)10.5 ( oper)-6 (a)10.6 (t)-6.6 (i)2.6 (ons)-2 ( and)10.5 ( )]TJ
0.002 Tw [(i)2.6 (nf)-6.7 (or)4.9 (m)-6 (i)2.7 (ng)]TJ
0 Tc 0 Tw ( )Tj
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0 Tc 0 Tw 20.217 0 Td
( )Tj
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( )Tj
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0.005 Tc -0.005 Tw 0.283 0 Td
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( )Tj
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-0.013 Tc 0.013 Tw 0.554 0 Td
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0.005 Tc -0.011 Tw 0.707 0 Td
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0 Tc 0 Tw 4.217 0 Td
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-0.002 Tc -0.004 Tw 0.283 0 Td
[(oper)-6 (a)10.5 (t)-6.6 (i)2.6 (onal)2.6 ( )-10.6 (s)-2 (t)-6.6 (af)4.3 (f)-6.6 ( ()-5.9 (f)-6.6 (ul)2.7 (l)]TJ
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        0  policy does not  apply to: 
2.1. records that are created or acquired by faculty members in connection to individual 

teaching materials, scholarships and research
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University Administrative Record refers to information created or received that supports the 
function of administrative matters of the university, regardless of format. 

University Records Committee refers to the committee established pursuant to section E. of 
this policy. 
 

D. Policy 
1. University administrative records are an asset of the University and shall be created, used, 

accessed, retained, preserved and dispositioned in accordance with: 
a. this policy and related protocols, procedures and guidelines; 
b. classification, retention and disposition schedules approved by the University 

Records Committee;  
c. any legal or regulatory requirements applicable to the program or activity to which 

the records relate; and 
d. any requirements set out in other University policies, protocols, procedures or 

guidelines pertaining to University administrative records. 
 

2. The responsibility and accountability for the creation, use, security, maintenance, and 
dispositioning of University administrative records
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F. Related responsibilities  
a. The University Records Committee is responsible for: 

i. Approving and reviewing classification, retention and disposition schedules; 
ii. Reviewing protocols, procedures and guidelines to support compliance with this 

policy; 
iii. Reviewing this policy every three years and recommending any changes; and 
iv. Meeting at least once annually to discuss issues and trends relevant to the 

administration of this policy. 
b. The Associate Dean Archives, Records Management & Special Collections is 

responsible for authorizing all record dispositions prior to final disposition and reporting 
to the URC a summary of reviewed record dispositions and records selected for archival 
appraisal. 

c. The Information Technology Services unit is responsible for the integrity, reliability and 
security of the IT systems holding University administrative records. 

d. The University Records Manager is responsible for: 
i. The creation of all records management protocols, procedures, guidelines, tools 

and training;  
ii. Providing records management advice and guidance to the University; 
iii. Reporting annually, at a minimum, to the University Records Committee 

regarding the implementation of the policy, its related procedures, protocols and 
guidelines, as well as the programs’ overall progress and effectiveness. 

e. Archivists are responsible for reviewing all record dispositions prior to final review and 
authorization by the Associate Dean Archives, Records Management & Special 
Collections, 


