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Transitory Records Decision Diagram

This diagram may help identify records (both paper and electronic) that are considered “Transitory Records”.
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Step 1: Step 2:

Does the record document
or provide evidence of a

business activity/decision or that is of only ITIS NOT A
transaction related to the immediate or short- TRANSITORY
functions and activities of RECORD

TRU?

or

Is the record needed to
support business activities?;
or

¢ Was the record used to uletes e Retention
. you for
make a decision about an Schedule)

individual?

or

Does the record provide
evidence of compliance with
accountability or other
business requirements?

or

Does the record have future
business, financial, legal,
research or archival value to
TRU?

No

Yes
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e Does the record
contain information

term business
value and will not
be required in the
future?

e |s the record a
duplicate (or cc.)

reference purposes
and has the master
copy been filed?

e |s the record a draft
that has been
replaced by the
final version and
has no further
value?

Yes
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No

(The record is to
be managed
according to the
TRU Records

IT IS ATRANSITORY RECORD

The record is to be disposed according to the TRU Information Classification Standard
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Source: http://www.im.gov.ab.ca/documents/publications/Official TransitoryRecordsGuide.pdf
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