
Records Management
at William & Mary 



FAQ
• Retention policies/guidelines
• Retention process (who to call/what to do)
• How to handle confidential information 

(contracts, financial documents, PII) 
• What happens when records are retained 

too long?
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FAQ continued
• Where do the records go?
• Can offices still access records that go to 

the archives?
• Digitization options
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Library of Virginia Retention Policies & Guidelines
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https://www.lva.virginia.gov/agencies/records/

https://www.lva.virginia.gov/agencies/records/


Retention Schedules
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https://www.lva.virginia.gov/agencies/records/retention.asp

https://www.lva.virginia.gov/agencies/records/retention.asp


Example:
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Records Destruction
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https://www.lva.virginia.gov/agencies/records/forms.asp

• The Records 
Destruction approval 
process (RM-3) is now 
online-only

• No paper forms or wet-
ink signatures accepted

• Easy video, written 
instructions on LVA 
website

https://www.lva.virginia.gov/agencies/records/forms.asp
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Online RM-3 Process

1. Form Creator submits form

2. Approving Official receives and 
approves form

3. Records Officer receives and 
approves form

4. Form Creator destroys records and 
gives final affirmation



In-Progress Dashboard
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https://www.lva.virginia.gov/agencies/records/forms.asp

https://www.lva.virginia.gov/agencies/records/forms.asp


Non-Confidential Destruction
• Recycle, delete

• Multi-box pick-up can be 
scheduled via W&M 
Building Services

*Non-shredding ONLY*
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Confidential Paper Destruction
• Confidential paper files require 

shredding

• Contact Stericycle directly to 
arrange Shred-It bin or pick-up:

 Account Mgr Christine Franzik
Christine.Franzik@Stericycle.com

 Sales Rep Chris Pickard 
chris.pickard@stericycle.com
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mailto:Christine.Franzik@Stericycle.com
mailto:chris.pickard@stericycle.com


Requesting Shred-It  
New Ship To (Service Location) Information
• Location Name:
• Address:
• Suite:
• City:
• State:
• Zip:
• Elevator Access (if not on ground floor): Yes / No
• Parking (e.g. dock, front of building, street):

Point of Contact for Driver
• Name:
• Phone:
• Email:

Scope of Work (see attached container options)
• # Consoles:
• # Mini:
• # Desk Side:
• # 64g Tote:
• # 96g Tote:
• Service Frequency: Weekly, Every 2 Weeks, Every 4 Weeks
• Service Hours (M-F):
• Restrictions / Notes:
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Confidential Electronic Destruction 
• Electronic files needs to be physically 

destroyed or overwritten, not just deleted
• If you need to securely destroy records in 

Banner or on a shared drive, contact 
support@wm.edu
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Risks of Over-Retention
• Records which should have been 

destroyed (but weren’t) are subject to legal 
discovery

• Additional cost of managing

…Good stewardship preferable
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Should My Files Go to the Archives?

• Permanent Retention: Yes
When no longer in current use

• Non-Permanent Retention: No
Send to Vital Records Control instead
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Non-Permanent Records Storage
• W&M uses Vital Records 

Control of VA

• Retrieval, scanning, 
shredding

• Contact Dennis Haraway: 
DHaraway@vrcofva.com
804-518-0580
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mailto:DHaraway@vrcofva.com


Digitizing Non-Permanent Records

• Electronic files must be preserved for 
length of legal life if original paper is 
discarded

• Contact campus IT for advice on secure 
storage, digitization options: 
support@wm.edu
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mailto:support@wm.edu


FAQ: Recap
• Retention policies/guidelines: 

LVA website

• Retention process (who to call/what to do): 
Compare materials to retention schedules; contact Ali w/ questions

• How to handle records with sensitive/confidential information? 
Shred/securely destroy

• What happens when records are retained too long? 
Legal liability, unnecessary expense
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https://www.lva.virginia.gov/agencies/records/retention.asp


FAQ: Recap
• Where do the documents go? 

Non-permanent records: Vital Records Control 
Permanent: William & Mary Libraries

• Can offices still access documents that go to the archives? 
Yes* 
*Materials in active use should not be transferred yet

• What is the process for having documents digitized? 
Contact support@wm.edu for options
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Thank You!

Questions?

Email: ajzawoyski@wm.edu

Phone: (757) 221-3094
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