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content, is the responsibility of the legal custodian and must be in accordance 
with guidelines established by the university and also in compliance with 
state and university approved records retention and disposition schedules. 

The department head of an office having public records is responsible for 
ensuring compliance with this policy and with the Ohio public records law. 
When an employee leaves a department or the university, the department 
head is responsible for designating a new custodian and ensuring that any 
public records in the separating employee's possession are properly 
transferred to the new custodian. The department head is responsible for 
contacting information technology services to arrange for the transfer of the 
electronic records to the new custodian before the accounts are scheduled to 
be deleted. 

(2) Electronic mail. 

Work-related e-mail is a university record, and must be treated as such. Each 
e-mail user must take responsibility for sorting out personal messages from 
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All other (non-electronic) records shall continue to be managed pursuant to 
O.A.C. 3359-11-11. 
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