START

Was the record created, received or
maintained by a College, or held for the
purposes of College business?

University Retention Schedule does

not apply, seek advice from College

Does the record fit into any of these categories?

Requests for information that have no further value after
the information has been provided or received

Items received only for information, or as part of a
distribution list, either from within the University or an

Drafts or working materials

NO

extemal organisation

The record is a Transitory Record

Destroy in the normal course of business
when no longer required

Is the record a duplicate of another record,
or itis a copy in possession of someone
other than the Records Owner?

(The Records Owner is the originator of the
record or the current member of staff who is
formally responsible for it)

NO

The record is a Duplicate Record

Keep for reference only, and for no longer
than the Retention Period of
the Master Record, then destroy.

Is the record the definitive version of this
document?

(Or spreadsheet, database, presentation,
age, sound recording, etc)

NO

YES 2 YES Check Records Retention
“The record is a Master Record ShieckRern s Reention Has the Retention Period ended? ‘Schedule for action at end of
Schedule for Retention Period e,

NO

Keep securely until end of

Retention Period

OR
OR
OR




