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Transitory Records Decision Tree

Transitory records are typically short-term records that are not required to meet legal
or fiscal obligations and do not document significant decisions or actions. Here's a
simple decision tree to help you determine how to handle these records:

Step 1:

e |sthe document necessary to meet statutory obligations,
set policy, establish guidelines or procedures, or certify a
transaction?

s the record required for legal, fiscal, or administrative
purposes?

s the record needed for ongoing business operations?
Does the record document significant decisions or
actions?

Does the document contain business value, become a
receipt, or provide evidence of legal, financial, operations
or other Queen’s University requirements?

Does the document protect the rights of protect the
rights of students, staff, faculty, or other community
members?
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Step 2:

e Does the document include information that is only of
immediate or short-term value and won't be necessary in
the future?

Is it a draft version and will not be required once the final
version of the document has been created and filed?

s it @ duplicate copy?

s the information unsolicited and/or irrelevant?
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It is an OFFICIAL Record:
CLASSIFY AND FILE IT

For guidance, please contact Recordsmanagement@queensu.ca



mailto:Recordsmanagement@queensu.ca

