
 
 

University of Pittsburgh 
Record Retention Policy Committee Charter 

 
I. Preamble 
 
This body is called the Record Retention Policy Committee (Committee). It is authorized by the 
Chancellor and will serve at the Chancellor’s discretion. The Chancellor has authorized the 
Provost and Senior Vice Chancellor (Provost/SVC) and the Vice Chancellor and Chief 
Information Officer (VC/CIO) to direct the operations of this Committee, consistent with the 
terms of this Charter. This Charter outlines the purpose, relevant background, scope, 
responsibilities, composition, and operations of the Committee, as well as the review process for 
any proposals generated by this Committee. 
 
This document should be read in conjunction with Policy AO 01, Establishing University 
Policies, and all other applicable University policies, protocols, and procedures.  
 
II. Purpose 
 
The Committee is created for the purpose of proposing a University Record Retention Policy, as 
well as documents that will support its implementation, which would describe the University’s 
standards and responsibilities for retaining, archiving, and destroying Records. Records consist 
of physical and electronic documents and data that are received or created in connection with 
University’s teaching, research, and business activities.   
 
III. Background 
 
The University is required by regulation, contractual agreements, and acceptable business 
practices to retain various kinds of records for differing time periods. Currently, the rules in 
place to comply with these various requirements are published and implemented by several 
different departments across the University.  For instance, the University’s Library System 
publishes many of the applicable record retention schedules on its website.  Additionally, other 
schedules are developed and kept on departmental websites like the University Registrar’s Office 
and the Institutional Review Board.  
 
The current practices do not sufficiently reflect the transition from paper to digital record-
keeping. The University needs to ensure its current record schedules and practices provide 
processes for storing both paper and digital records that are cost efficient and practicable.  
 
 
IV. Scope and Authority 
 
The Committee will recommend a Record Retention Policy and supporting documents. In doing 
so, the Committee’s deliberations must address the following topics: 
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• Authority and Responsibility. Assess the current processes for the development, 
maintenance, and communication of the record retention schedules and archiving. 
Recommend any changes as needed.   

• Operational Impact.  Consider the operational impact on Units who use the record 
retention schedules and who are required to archive records. Recommend any changes as 
needed.  

• Financial Impact. Consider the financial impact on the University associated with 
disposal and retention of records when recommending changes.  

• Clarity. Consider users of the Policy and the use of terms so that the Policy and 
supporting documents are clear and concise.  

• Process. Consider the processes that support the creation, use, handling, control, 
maintenance, and disposition of records. 

• Alignment. Consider the alignment of the retention schedules for consistency and their 
impact on other policies.  

• Non-Compliance. Address how compliance with the policy and relevant regulatory 
requirements will be monitored and enforced. 

• Form. Consider the necessary retainage practices for both physical (paper, photos, etc.) 
and electronic records (data sets, emails, etc.).  

 
V. Responsibilities  
 
As provided above, the Committee is created to propose a Policy on Data Retention. To perform 
this function, the Committee is responsible for: 

 
• Research and evaluate best practices for record retention and archiving;  

• Consider retention practices that may be different for digital records and physical records; 

• Consider and recommend retention practices that will allow the University to quickly 
remove documents that would no longer need to be maintained with new  policy 
requirements;  

• Research and consider the regulatory and other requirements that the University must 
meet when retaining and archiving records;  

• Consistent with the terms of this Charter, consult with specific stakeholders in the 
University community having significant responsibilities for retaining and archiving 
records; 

• Consistent with the terms of this Charter, consult with the ITAC and its subcommittees as 
needed; 

• Recommend a draft Policy for review pursuant to the process described in Section VIII 
below and consider feedback received during that review; and 
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• Recommend a draft procedure or supplemental guidance, if needed, for the effective and 
efficient implementation of the proposed Policy.  

 
It is expected that the Committee will work in confidence in order to have a full and frank 
discussion of all options. Individual members should maintain the deliberations of the committee 
confidential and are expected to not discuss the content of the Committee’s deliberations outside 
of the Committee, unless authorized to do so by the Committee. The broader community will 
have an opportunity to consider the Committee’s proposals pursuant to the process described in 
Section VIII below.  
 
 
VI. Composition 
 
This Committee will be chaired by Brian Hart, Coordinator, Pitt IT Policies and Governance 
and Kornelia Tancheva, Director of the University Library System and Hillman University 
Librarian. The Committee will include the following members: 
 

1 Mark Anderson Executive Director Enterprise Risk Management 
2 Adam Cholodofsky Records Manager University Registrar’s Office 
3 John Duska Interim Chief Information Officer Pitt Digital 

4 Laurel Gift Assistant Vice Chancellor Office of Compliance, 
Investigations, and Ethics 

5 Marnie Hampton 
Open Education Librarian, Co-
Chairperson of the Senate Library 
Committee 

University of Pittsburgh 
Library System 

6 Michelle Jackson Director of Operations for Financial 
Aid 

Office of Admissions and 
Financial Aid 

7 Ainsley Jimenez Compliance Manager Office of Human Resources 

8 Peggy King Senior Executive Administrator to 
the Provost Office of the Provost 

9 Kelly Lloyd Director of Payroll/Personnel Dietrich School of Arts and 
Sciences 

10 Phil Manning 
Associate Vice Chancellor of 
Advancement Technology and 
Records 

Philanthropic and Alumni 
Engagement 

11 Nicole Rhodes Associate Legal Counsel Office of University Counsel 

12 Bill Yates 

Vice Chancellor; Professor of 
Otolaryngology, Professor of 
Neuroscience, Professor of Clinical 
and Translational Science 

Office of Research Protections; 
School of Medicine 

 
Anthony Graham, Senior Policy Specialist, Policy Development and Management, will 
facilitate and support the Committee. 
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VII. Operations 
 
The Committee will meet monthly or more frequently as circumstances dictate, until the work set 
forth above is complete. The Committee’s proposed Policy on retaining and archiving records 
will be submitted to the Provost/SVC and VC/CIO no later than the end of the spring term 2026. 
The Provost/SVC and VC/CIO may ask for interim status reports. 
 
After the Provost/SVC and VC/CIO’s review is complete, the draft Policy will be submitted to 
the Policy Office to coordinate its review consistent with Policy AO 01. 
 
VIII. Policy Review Process 
 
The review process for the Committee’s recommended Policy will include: 
 

• University comment period;  
• Academic Leadership Team; 
• University Senate’s Library Committee; 
• Faculty Assembly; 
• University Senate Council; and 
• Administration Leadership.  

 
The Committee will coordinate with the Policy Office to consider feedback provided throughout 
this process. Once this review process is complete, the proposed policy will be sent to the Policy 
Office for review and submission to the Chancellor in accordance with Policy AO 01. 
 
IX. Amendment 
 
Any amendments to this Charter must be made in accordance with Policy AO 01 and receive the 
approval of the Chancellor or designee. 
 
This Committee Charter shall expire on the publication of a new University Policy that governs 
IT Security, unless otherwise directed by the Chancellor. 


