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Pre-creation
(the planning phase)

A Record is Born
(ie created or received in the

course of business)

Active
(the record is used regularly

& is kept in the office)

Semi-Active
(the record is only used occassionally

& can be stored away from the office

- eg with RAMS)

Inactive
(the record is no longer in

use and is awaiting disposal)

Archive
(the record is sent to the University

Archives to be kept forever)

Destroy
(in accordance with GDA once

min. retention period has expired)

 


