
Do you have documents that you aren’t sure are records? Do you know it’s not a record 
but aren’t sure if you still need it? Use the flowchart below to help determine if you should 
still keep it! Disclaimer: Information or no longer needed for legitimate business purposes 
should be deleted.

Can I just get rid of this? 
a flowchart

Retain per your Department  
Retention Schedule (DRS) and 
then destroy.

Get rid of it

Based on your 
investigation, is 
the information 
likely still needed?

Is the information worth figuring out?
(The likelihood that the info is worth 
keeping vs the time needed to investigate)

Do you know enough 
to determine if the 
document is a record?

Get rid of it.

Get rid of it.

Make sure the 
format is sustainable 
for your purposes 
and then maintain 
the information.

Do you have a Department 
Retention Schedule?

Meet with Records  
Analyst to create one 
(urim.officeassistant@byu.edu)
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Part 1: Is it a record?

Part 2: It’s not a record, now what?
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Does your department still 
need the information?

Keep until no 
longer needed 
by department.


