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Records Life Cycle cont’d

m Creation: The first phase of the Records Life
Cycle involves records being created, collected or
received through the daily transactions of the Business
Unit or Department and can include printed
reports, emails or even phone messages, documents that
detail the functions, policies, decisions or procedures of
the agency.

m Maintenance & Use: The next phase of the life cycle 1s
the maintenance and use of the record. This can include
filing, retrieving, use, duplication, printing,
dissemination, release or exchange of the information in
the record.
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Records Life Cycle cont’d

m Disposition: At the disposition phase records are
assessed to determine their retention value using
General Disposal Schedules or Records Disposal
Schedules. This leads to either the preservation or
destruction of the record.

m Preservation: When a record has been determined to
be of permanent value to the Organization, then it 1s
transferred to the Archives for permanent archiving and
preservation.
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m Temporary Storage & Destruction: If a
record still has ongoing value to the
Organization it will be temporarily stored either
onsite at the Secretariat or offsite with an
approved Provider. When the retention date of
these records is reached, permission will be
sought from the Organization for their
destruction.
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File Classification System and Development
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nformation Security Management
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Information Security Management

Systems and procedures designed to protect an
organization’s information assets (throughout their life
cycle), from disclosure to any person or entity not
authorized to have access to that information,
especially information which is considered sensitive,
proprietary, confidential or classified, and which

protects the integrity of an organization’s information.
(ARMA)
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Electronic Records Man
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Electronic Records Management

= Easily applied rules for the creation,
maintenance, and disposition of documents
created, stores and transmitted 1n electronic
format do not exit. The use of electronic media
may present documentation problems for the
organization since records created electronically
can become the basis for official policy
decisions. When this is the case, traditional
records management practices must be
modified to avoid problems of unauthorized
disposal of records.
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Questions?







