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UMBI Policies and Procedures 

UMBI Policy # VI-6.10(A) 
 
 

Procedure on Records Management  
   (Approved by the President in April 1, 2003) 
 
 

I. PURPOSE  
 
The purpose of this document is to establish the proper procedures for retaining and 
discarding University records. 
 

II. BACKGROUND  
 
This policy has been developed to implement BOR VI-6.10 Policy on Records Management 
issued by the Chancellor on January 6, 1992, and to provide procedures for maintaining the 
UMBI Records Retention and Disposal Schedule.  
 

III. DEFINITIONS  
 
A. Unit - UMBI Centers and the UMBI Central Administration Offices 

 
B. Unit Head - A Center Director, Vice President, or the President 

 
C. UMBI Records Manager - Coordinates records management for UMBI 

 
D. Unit Records Coordinator - Coordinates records management for the respective UMBI 

Units 
 

IV. PROCEDURE  
 
A. The Vice President for Operations and Finance will appoint a UMBI Records Manager to 

maintain the UMBI Records Retention and Disposal Schedule ("Schedule") according to 
the standards set by the Chancellor and the Code of Maryland Regulations, and to 
coordinate the retention and disposal of UMBI records. 
 

B. Each Unit Head will appoint a Unit Records Coordinator, or multiple Unit Records 
Coordinators, to assist the UMBI Records Manager in fulfilling the requirements of this 
policy. 
 

C. UMBI Records Retention and Disposal Schedule 
 

1. The Schedule shall be reviewed every five years and may be amended at that 
time if necessary.  Updates to the Schedule must be made every ten years. 
 

2. Prior to amending or updating the Schedule, the UMBI Records Manager and 
each Unit Records Coordinator will complete the Agency Records Inventory 
Form for their respective Unit. The UMBI Records Manager will assemble the 
information from all of Units into one UMBI Agency Records Inventory Form, 
and will update the Schedule with inputs from the Centers, UMBI Central 
Administration, and appropriate Federal and State guidelines regarding 
retention during requirements. 
 

3. Upon approval from the Vice President for Operations and Finance, the UMBI 
Records Manager will submit the appropriate number of copies of the Schedule 
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and the Agency Records Inventory Form to the Records Management Division 
of the Department of General Services for assignment of a new Schedule 
number. The Records Management Division will then forward the Schedule to 
the State Archivist for final approval. 
 

4. The UMBI Records Manager and the Unit Records Coordinators will arrange 
for the disposal of records in accordance with the state-approved Schedule. 
 

D. Records shall be stored at the Unit until they become eligible for disposal. If sufficient 
space is not available within UMBI, the following procedures shall be followed: 
 

1. Records requiring permanent retention - Guidelines set forth by the Maryland 
State Archives shall be observed.  The UMBI Records Manager shall maintain 
copies of associated forms listing records that have been transferred to the 
Maryland State Archives for all Units. 
 

2. Records having limited retention - Guidelines set forth by the Department of 
General Services shall be observed.  The UMBI Records Manager shall 
maintain copies of associated forms listing records that have been transferred 
to the State Record Center for all Units. 
 

E. Forms 
 

1. Records Retention and Disposal Schedule 
 

2. Agency Records Inventory Form  
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