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What Records Do I Need to Keep? 
 
1.    Does this discussion or decision need to be recorded for future reference? 
2.    Will I need this to show what actions I took/what advice or services I provided? 
3.    Will others need a record of my activity in order to provide service or complete their work? 

 
 

  

Transitory Records 
(can be destroyed without written approval) 

 
 
• Announcing events 
• Arranging meeting 

times 
• FYIs – convenience 

copies or extracts 
• Correspondence drafts 
• Email not meeting a) 

above 
 

• Drafts or revisions 
when final is 
produced (unless 
needed for 
historical, 
administrative or 
operational 
requirements ) 

• Rough notes or 
calculations 

• Working materials 
 

• Cc or bcc 
recipients where 
you are not the 
primary UVic  
recipient 

 

Substantive Records 
(to be filed according to the 

Directory of Records) 
 
• Directive or approval 

of a particular course 
of action 
 

• Certain drafts or 
revisions* or material 
circulated for formal 
approval may be 
retained 
 

• Final Reports or 
recommendations 
 

• Integral to 
understanding a 
staff/student  or 
personnel relationship, 
issue, decision, 
agreement or project 
 

• Meeting 
Agenda/minutes 
 

• Policy changes or 
developments 
 

• Work assignments or 
schedules 

 

  Yes Yes Yes 

No No 

 

No 

 

• Has value for UVic? 
• Provides evidence of 

official business, policies, 
transactions, agreements, 
or decisions? 

• Required for legal, 
financial, audit, 
administrative or 
operational purposes? 

 
• Required for 

further 
administrative or 
operational need? 

• Draft or working 
material integral to 
the understanding 
of significant 
documents? 

 

 

 

• Main (Primary Office)  
or only UVic 
recipient/participant? 

 

a) Institutional? c) Copies? b) Preparatory documents? 

* see reverse 

http://www.uvic.ca/
http://creativecommons.org/licenses/by-nc-sa/4.0/
http://creativecommons.org/licenses/by-nc-sa/4.0/
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Privacy     http://www.uvic.ca/universitysecretary/privacy  

 

Information Security   http://www.uvic.ca/systems/services/informationsecurity  

 

University policies and procedures http://www.uvic.ca/universitysecretary/policies/ 

 

Records Management Policy  http://www.uvic.ca/universitysecretary/assets/docs/policies/IM7700.pdf 

 

Records Management page  http://www.uvic.ca/uvicrm 

 

Directory of Records   http://www.uvic.ca/dor 

 

* DRAFT RECORDS: Once the final version of a document is complete and filed, most drafts and working 
materials can be disposed of as transitory records.  Offices responsible for drafting legal documents, 
policy, budgets, standards, guidelines or procedures might need to track the evolution of the final 
product. These offices may need to keep various drafts, research and working materials in order that the 
final product be understood. 
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