
Document is Created

Is the document Transitory?

1)A copy & the original stored elsewhere
2) Blank forms or old receipts
3) Data that has been transcribed into another 
format
4) Draft documents

Yes No

Does the Transitory 
Document have   

Long-Term or Short Term 
value?

Short Term
Value

Long Term 
Value

Retain for Short Term 
(Discretionary)

File in File Folder with Retention 
Code

- Stamp as “Copy”
- Place in File Folder 
- Ensure File Folder has Retention 
Code

*See Retention Code Guide

File original Document in 
appropriate File Folder with 

Retention Code

*See Retention Code Guide

Retain File Folder in 
department for 
recommended 

retention period

*See Retention Schedule

File Folders become 
“Semi-Active”

*See Retention Schedule

Formal Onsite Destruction 
Short Retention Period

Or

Send File Folders Offsite?
Long Retention Period

Onsite Destruction

-Office Shredder
-Custodial pickup

-No formal destruction 
required

Formal Onsite Destruction

File Folders retained 
for extended # of 

years

Formal Offsite 
Vendor Destruction

Offsite Storage

Permanent Offsite 
Storage

Permanent or 
destroy?

Mount Royal University 
Records Life-Cycle

Retain for Long Term
(Discretionary)


