
IS MY DOCUMENT CONSIDERED
A COLLEGE RECORD?

Is my document a final version,
original copy, or proof of a

transaction or activity? 
YES NO

NO, it's not a record. 
Dispose of document when no

longer needed.



Can you find a retention rule
for the document in the

retention schedule?

YES
NO

YES - it's a record. 
Follow rules for retention and
disposition as indicated in the

retention schedule

is my document a blank
form, draft, template, or

obsolete reference material?

YES

NO Contact the archivist 

Is your unit the office of
primary responsibility?

YES

NO Your document is a 
secondary copy. See retention

rule.




