
RECORDS DISPOSITION DECISION FLOWCHART

Meets criteria 
for official 

business record
#1,#16

Contains 
confidential 
information?

#2

Stored on 
tangible 

medium?
#3

Go to 
SHRED

p.2

Is the record 
included on the 

retention 
schedule?

#4 Stored on 
tangible 

medium?
#3

Dispose of  in an 
APPROPRIATE 
trash receptacle

#5

Go to
SCHEDULED 

p.3

Contact 
RIM

START

no yes yes

yes no no

yes

Go to 
ELECTR

p.4

Go to 
ELECT

R
p.4

yes
no
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DISPOSE



SHRED

Small amount?

In-house 
shredder?

yes

Contact Asset 
Management for 
assistance with 

shredding
 #6

Forward completed 
disposition log to RIM

Shred and send 
completed disposition 

log to RIM

yes

no

no
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SCHEDULED

Flagged as 
archival?

#12

Contact University 
Archivist. forward 

disposition log to RIM

yes

no

Litigation or 
other hold on 

records?

yes

no

Retention 
met?

Hold for required 
retention

#11

yes

no

Go to 
DISPOSE

p.1

Flagged 
as vital?

#13

no

yes Vital 
records 
plan in 
place? 

Contact RIM

no

yes

Comply with 
vital records 

plan

Duplicate/
reference 

copy?
#9

no

yes

Go to 
DISPOSE 

p.1
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Follow 
instructions in 
litigation hold 

notice



ELECTR

When hard drive/
computer is discarded,  

transfer to Asset 
Management 

Delete records/files that 
have met retention.  

Records 
stored on 
hard drive 

Records 
stored on 

network drive
#15

"Sanitize" before 
transferring to Asset 

Management
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If official records stored, 
complete disposition log if 

needed

If official records stored, 
complete disposition log if 

needed


