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The diagram below can help you distinguish between records that are “university” or “transitory.” This 
will help you decide if they should be retained and managed, or if they can be discarded. When in 
doubt, treat it as a University record.  

 
 
 
 
 
 
 
 
 
 
 
 
  

University and Transitory Records Decision Diagram  RM 

Step 1 
Does the record 
(electronic or 
paper) 
document or 
provide 
evidence of a 
business 
activity, 
decision, or 
transaction 
related to the 
functions and 
activities of the 
University? 

Step 2 
• Does it contain 

information that is of 
only immediate or short-
term business value and 
won’t be required in the 
future? 

• Is it a duplicate (or cc) 
that was circulated to 
you strictly for reference 
purposes and has the 
master copy been 
filed? 

• Is it a draft version of a 
document that does 
not document any 
decisions or approvals 
that are not 
documented 
elsewhere, and that will 
have no further value 
once an updated or 
final version of the 
document is 
produced? 

Step 3 
 

• Does it document 
the activities of the 
University? 

• Is it needed to 
support business 
activities? 

• Does it provides 
evidence of 
compliance with 
accountability or 
business 
requirements? 

• Does it have future 
business, financial, 
legal, research, or 
archival value to 
the University? 

It’s a 
University 
Record.  

 
(File and 

manage it) 

It’s a transitory record.  

Does it contains confidential 
or personal information, or 

have the potential for misuse? 

Confidential 
Shredding 

Recycle/delete 
it 

Yes 

Yes 

Yes 

No 

No Yes 

Contact Records Management for advice 

No 

No 


