
Is it a University Public Record?
Start

Created 
or received in 
conduct of UO 

business?

Is your
office the 

originator or 
original 

recipient?

YES

NO

From another 
office but 
yours took 

action on it? 

Retain systematically and 
dispose of as per UO 

Records Retention Schedule

Dispose of as soon as no 
longer useful

End

YES

NO

NO

YES

University of Oregon Records Management Program, 2018

On the UO 
Records 

Retention 
Schedule?

NO

YES

Contact UO Records 
Management to confirm 

and/or add to the UO 
Records Retention Schedule 

as necessary

Is activity 
generating the 
records subject 
to regulations 

or laws?

NO

Questions or comments? Contact us: recordsmgr@uoregon.edu

YES


	Slide Number 1

