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Records Management Training– Agenda

Step 1 – Official Business Records vs Transitory

Step 2 – Filing Records

Step 3 – Filing Electronic Records

Step 4 – Destroying Records
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FOIP and Records Management

A FOIP request occurs when any individual seeks            
access to any record belonging to a public body          
(Mount Royal University has 30 days to respond)

 How fast can you find the requested records?
 Would your response also have to include multiple copies 

and drafts in your possession?
 If the records were destroyed can you provide proof?
 Finding records fast is not just important for FOIP, but it is 

also important for efficient business operations.
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Step 1 – Official Business Records

An Official University Business Record [Document]….
 Is created from a University business activity the 

document is actually about. The document often   
represents the original in that it is the final version

 Is a document can be used to prove that an event or 
final decision took place at the University.

 Is a document that supports Mount Royal University 
Business Operations

 Provide evidence of compliance or protects legal rights.
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Step 1 – Official Business Records

Final Contracts

Policies (most recent)

Correspondence, E-mails

Student Grades

Student Records

*Long Term Value*

Meeting Minutes

Program Decisions

Tax RecordsCounseling Records

AP Invoices
*Original (official) records need to be retained to prove that an activity or 
decision actually took place (*MRU Records Retention Schedule)

Health Records
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Step 1 – Transitory Records
Transitory Records (or Documents)….
 Are documents that are not deemed as the original. 
 They are only a copy of an original kept only provide a 

temporary reference for the activities they are about 
 Are documents where the data has been transcribed into a 

formal format [Post-its, drafts, meeting minutes]
 Are documents that provide evidence of a very 

routine transaction [Receipts, library service emails]
 Are documents that are stored in another department that 

are also stored in your department as only a reference
 Contain draft decisions never finalized
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Step 1 -Transitory Records

Advertising Material

Outdated Blank Forms

Draft Documents

Working Materials

Duplicate Records

*Short Term Value**

Books, Magazines

Photocopied Records

Post-It NotesE-mails: No value

Outdated Receipts
*Transitory records can be destroyed at one’s own discretion –
always destroy in a secure manner (shredding) to limit the risk of privacy breach  

Helpdesk E-mails
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Why know the difference? (Official vs Transitory)
 Only Official Business Records need to be formally classified 

and impartially retained based on a legal retention period.
 (Only 50% of the records produced need to be “managed”)
 (Many Transitory Records can be shredded when not req’d)

 Easily translates into more storage space as 
Transitional Records can be destroyed quickly and informally

 Makes it easier to find records 
(Less paper to comb through in your office)

 Enhances ability to quickly respond to a FOIP request
 Helps identify Transitory Records that have long term value
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Step 2 – Filing Records

How do a label my folders?

File Title VOL #
Retention Code [From MRU Retention Schedule]
Record Code Series [text] [From MRU Ret. Schedule]

Start Date: End Date:

Doe, John VOL 1
HR014 (*10 years)
EMPLOYEE RECORDS

Start Date: Feb 1, 2011 End Date:
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Step 2 – Filing Records

How do a label my folders?

123456789 MRU ID # VOL 2
SA012 (*Permanent)
STUDENT RECORDS

Start Date: Apr 18, 2011 End Date:

Bell Canada VOL 3
FI002 (*7 years)
ACCOUNTS PAYABLE

Start Date: Feb 1, 2011 End Date:
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Step 2 – Filing Records
Physically grouping folders by their labels – enhancing access
Doe, John VOL 1
HR014
EMPLOYEE RECORDS

Start Date: Feb 1, 2011 End Date:

 Group, then physically order folders together by Retention Code (Function)
(alpha-numeric code)

 Sort File Title (Numerically or Alphabetically)
 Example: Numerically by Contract Number, MRU Number
 Example: Alphabetically by name, vendor name
 Remember to protect privacy (is the folder on display?)

 File individual Documents that pertain to Function (Code) and File Title
*All data for sorting has been placed at the top (or side) of the label
*Offsite Storage available (39 cents per box monthly)
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Step 2 – Filing Records
Managing folders by their labels – enhancing retention
Doe, John VOL 1
HR014
EMPLOYEE RECORDS

Start Date: Feb 1, 2011 End Date: Dec 31, 2020

Use the label to quickly determine retention
1) Place a Closed Sheet in folder (MYMRU Toolkit)
2) Enter or write the End Date on the label
3) Check your collection annually by going through    

folders sorted by Retention Code and End Date
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Step 3 – Filing Electronic Records
Assigning a Retention Code to the Electronic Record
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MRU Records Retention (Codes)
What exactly is a Mount Royal University Retention Code?
 Retention Codes are based on operational functions

represented by the alpha portion of the code. 
*The numeric portion represents a secondary FI002, FI003

 Retention Lengths are based on Federal/Provincial 
Legislation and operational requirements

AA = Academic Affairs                  IT = Information Technology
AD = Administration                     LR = Legal and Reg. Affairs               
BP = Buildings and Properties     ME = Materials and Equip.
FI   = Financial                              PR = Public Relations
GO = Governance                        SA = Student Affairs
HR = Human Resources              SS = Support Services
IA = Institutional Analysis
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MRU Records Retention (Codes)
What exactly is a Mount Royal University Retention Code?
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MRU Records Retention (Codes)
What exactly is a Mount Royal University Retention Code?
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Step 4 – Destroying Records
1) – Observe the Record Code and End Date

2) – Group all records based on Retention Code

3) – List (Print) the records being destroyed…
(Retention Code being cited)
(Description of Files)
(Start Date and End Date)

4) – Print the MRU Records Retention Schedule (the code – 1 page)

5) – Print the Destruction Certificate page and have the 
Manager sign. (the certificate, schedule, list)

6) – Destroy the records (make them unreadable)

7) – Maintain a record of destruction (scanned pdf)
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Step 4 – Destroying Records



Records Management            
Training – 101

Questions?
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