
Archives and Records Policy 
 

Page 1 of 3 
 

Title:    Archives and Records Policy 

 
History:    Date:   Action: 

January 13, 2022 Revised and reformatted 
May 2014 Revised and Approved 
March 2006 Originally Issued 

 
Policy  
Owner:   Executive Director of Library, Archives and Museum 
 
Stakeholder(s):    Chair of Faculty Senate, Chair of Staff Council, Director of Provost 

Communications and Operations, Director of the University Archives and 
Special Collections, Registrar, Vice President of Information Technology & 
CIO 

 
 
Policy Applicability and Scope  

 
This policy applies to all record-producing employees of Norwich University. 
 

Policy Statement and Purpose 
 
Norwich University designates the Norwich University Archives as the repository for all non-
current, inactive official University records that have sufficient value to warrant their long-
term preservation. For the purposes of this policy official University records are defined as 
written documents and still photographic images, regardless of format, produced or received 
by any department, officer or employee of the University in the conduct of its business. 
 
The Norwich University Archives is the depository for records related to the University 
having research or historical value. In addition to official University records as described 
above, this may include manuscripts and personal papers of faculty, staff, students, alumni, 
affiliates, and affiliated organizations given to the University for preservation or use. 
 

Procedures 
 

1. Records produced or received by any department or employee of the University in the 
transaction of University business become University property and subject to the appropriate 
University guidelines for retention or disposal, access, and publication. 
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2. No official University records shall be discarded, destroyed or transferred from the custody of 
the University without consulting University Archives staff to evaluate their potential value 
for long-term preservation. Once transferred to the Archives, records will be treated as non-
current and inactive and administered according to archival standards and best practices. 

 
3. The Norwich University Archives provides equal access to collections to all individuals 

interested in the history of Norwich University, including students, faculty, staff, alumni and 
the general public. Access to collections may be subject to reasonable rules and restrictions 
imposed for the preservation of collections as guided by archival standards and best practices. 
Such access may also be subject to restrictions imposed by statute, office of origin or the 
donor of personal papers. 

 
Definitions 
 
Access 
The ability, permission or means to locate and retrieve documents and/or information for use. 
 
Archives 

1. The documents created or received and accumulated by a person or organization and 
preserved because of their continuing value. Historically, the term refers more narrowly to the 
non-current records of an organization or institution preserved because of their continuing 
value. 

2. The building or part of a building where archival materials are located; also referred to as an 
archival repository/depository. 

3. The program responsible for selecting, accruing, preserving and making available archival 
materials. 

Custody 

The responsibility for the care of documents based on their physical possession. Custody does not 
always include legal ownership or the right to control access to records. 
 

Depository (see Repository) 
 
Document 

1. Recorded information regardless of medium, format or characteristics. 
2. A single item. 

Donor 
A person or organization who has given documents to an archive(s). 
 
Item 
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The smallest indivisible archival unit (e.g. a letter, memorandum, report, photograph, etc.). Items 
accumulate to form series. 
 
Manuscript 
A handwritten or typed document. A typed document may also be referred to as a typescript. 
 
Non-current Records 
Records no longer needed by their creator to conduct current business. 
 
Office of Origin 
The corporate body or administrative unit in which a group of records are created or received and 
accumulated in the conduct of its business. 
 
Papers 
Personal and family (and estate) documents/archives as distinct from the documents/archives of 
organizations called records. 
 
Personal Papers 
The private documents accumulated by or belonging to an individual and subject to their disposition. 
 
Record 
A document created or received and maintained by an agency, organization or individual in pursuance 
of legal obligation or in the transaction of business. 
 
Repository 
A place where documents are kept (synonymous with Depository). 
 
Series 
File units or documents arranged in accordance with a filing system or maintained as a unit because 
they result from the same accumulation or filing process, the same function, or the same activity; have 
a particular form; or because of some other relationship arising out of their creation, receipt or use 
(also known as Record Series). 

 
Transfer 
The act involved in a change of physical custody of records/archives with or without change of legal 
title. 


