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Records Bureau Procedure

800.1 PURPOSE AND SCOPE
The purpose of this procedure is to provide records processes to employees that comply with
department policy.

800.2 RECORDS REQUESTS

When determining whether or not it is proper to release a Record, MUPD must balance the public's
right to know against the obligation to have the Record remain confidential. Prior to any denial,
in whole or in part, of a request for Records, MUPD may consult with the University's Office of
General Counsel.

Requests should be in writing. Requests for Records may be made in-person between 8Leserved.
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old media readers, or importing data from active Records into new media. Exceptions to this
requirement must be approved by the Office of Risk Management.

800.4.1 LITIGATION HOLD

Upon receipt of any notice that a claim for the payment of money or injunctive relief may be made
against the University or MUPD personnel, a copy of any written communication related to the
claim or request or, if none, a detailed description of the claim or request shall be provided to the
Office of Risk Management. Litigation Holds shall then be issued by the Office of Risk Management
to the Records Custodian. In addition, copies of all Open Records requests received by MUPD
shall be provided to the Office of Risk Management for the issuance of a Litigation Hold and a
determination of the scope of Records subject to release.

Upon receipt of a Litigation Hold, the Records Custodian shall acknowledge receipt in writing,
take all steps required by the Litigation Hold, and advise the Office of Risk Management in writing
when all such steps are completed. No Record specified in the Litigation Hold shall be subject to
Disposition during the pendency of the Litigation Hold.

A Litigation Hold shall remain in effect until the Office of Risk Management advises the Records
Custodian in writing that the Litigation Hold has been terminated. The Office of Risk Management
shall obtain the concurrence of the Office of Finance before terminating a Litigation Hold related
to anticipated or actual litigation involving the University.
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