
 

Retain document or email using 
an approved recordkeeping 

process or system. 
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Have I received or created 
a document or email? 

Is it personal? 

Is it useful and 
important? 

Has it already been, or 
will it be, managed by 

someone else? 

Not a University record.  
Can be destroyed 

(ephemeral). 

Has a new record been 
created because material 

has been added/amended? 

 

Do I need to keep this?  
Recordkeeping Flowchart 


