
1 | P a g e  
 

 Document History 
Responsible Administrator:  VP Admin/Finance  

Responsible Office:  Human Resources 
Effective Date:  1/26/2021 

Approved by:  President 
Date of Revision:  1/26/2021 

 
 
Records Management Policy 
 
 
Policy Statement 
Louisiana Revised Statute (LRS 44-410) requires a Records Management Program to ensure vital records are identified 
and maintained.  The Office of the Secretary of State, Division of Archives has established policies and practices to 
assist State agencies in establishing and maintaining their Records Management Programs (LAC 4:XVII, Chapters 1-15).  
 
Purpose of Policy 
The purpose of this policy is to establish a systematic process that will effectively maintain Southeastern Louisiana 
University records.  Louisiana Revised Stature 44:1 and 44:36 are included below. 
 
Louisiana Revised Statute 44:1 (General definitions): 

    All books, records, writings, accounts, letters and letter books, maps, drawings, photographs, cards, tapes, recordings, 
memoranda, and papers, and all copies, duplicates, photographs, including microfilm, or other reproductions thereof, or 
any other documentary materials, regardless of physical form or characteristics, including information contained in 
electronic data processing equipment, having been used, being in use, or prepared, possessed, or retained for use in 
the conduct, transaction, or performance of any business, transaction, work, duty, or function which was conducted, 

https://www.sos.la.gov/HistoricalResources/ManagingRecords/GetForms/Pages/default.aspx
http://www.legis.la.gov/Legis/Law.aspx?d=99632
http://www.legis.la.gov/Legis/Law.aspx?d=99704


https://www.sos.la.gov/HistoricalResources/PublishedDocuments/ssarc-932.doc
https://www.sos.la.gov/HistoricalResources/PublishedDocuments/SSARC-930.pdf
https://www.sos.la.gov/HistoricalResources/PublishedDocuments/ssarc-932.doc
https://www.sos.la.gov/HistoricalResources/PublishedDocuments/SSARC-933.pdf
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The Southeastern Louisiana University in Hammond, LA does not maintain a Records Center.  Department/units are 
expected to maintain their records for the full duration of retention periods indicated 
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[End of Policy] 
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