
601.08University Archives and Records*

Applies to: Regular Faculty and Staff

I. POLICY

For the purposes of this policy, “university records” are defined as all records, regardless of their form,

prepared, owned, used, in the possession of, or retained by administrators, faculty ac�ng in administra�ve

capaci�es, and staff of university units in the performance of an official func�on.

A. Execu�ve officers and staff of central administra�ve offices, deans, other administrators, and staff of

the respec�ve colleges and schools, and departmental, center, ins�tute, library, museum, and

program administrators and staff create and maintain university records in the course of their du�es.

It is the responsibility of all such administrators and staff, in coopera�on with the Bentley Historical

Library’s University Archives and Records Program, to ensure that these records are ac�vi�es of the

university community are transferred to the archives for reten�on.

B. The reten�on and disposi�on of records generated by university units shall comply with procedures

outlined in the University Archives and Records Program Manual and in the Standard Prac�ce Guide.

C. University records are public records and once fully processed are generally open to research use.

Specific records that contain personally iden�fiable informa�on may be closed to protect individual

privacy. The closure of university records is subject to compliance with applicable laws.

D. In compliance with applicable laws and university policy, the Bentley Historical Library is authorized

by the Regents of the University of Michigan to apply open licenses intended to support broader

access (such as Crea�ve Commons licenses) to any university record that has been in existence for at

least 10 years.

1. This authoriza�on is limited to records where (1) the record was authored by employees of a

university unit, and (2) the Regents of the University of Michigan hold copyright in the record,

and (3) the record does not contain any confiden�al, private, or privileged informa�on or third-

party intellectual property.

2. When the university unit most closely associated with the crea�on of a university record (or a

successor unit) is s�ll in existence, the Bentley Historical Library will no�fy that unit of its intent

to license the records. The unit, at its own discre�on, will have 90 days to iden�fy any records

to which a license should not be applied.

3. • In order to implement this policy, designated employees of the Bentley Historical Library shall

be delegated appropriate signature authority, in accordance with SPG 601.24.
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* This policy is not to be used in interpre�ng University’s obliga�ons under the Michigan Freedom of

Informa�on Act, the Family Educa�onal Rights and Privacy Act, or any other laws. Ques�ons concerning the

applica�on of these laws should be directed to the Office of the General Counsel.

Notes

This policy was updated in July, 2022 to add Sec�on D, which addresses the authority of the Bentley Historical

Library.

This policy was reviewed in September 2015.  No changes were made.
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