
  

Identifying Government  Records 

This chart will help you decide if a record is a government record and will tell you what to do next

Was the record created or 
received in the course of 

doing government business? 

NO

A government record is recorded information in any form, created or received in the conduct of 

government business and kept as evidence of activities and transactions.

Does the record:

- provide evidence of an 
activity or decision, policy, or 

service provided?

- need to be kept to ensure 
program accountability and 

support business needs? 

- need to be kept to meet 
financial, audit, legal  or 

operational requirements?

NO
It is not a 

government 
record

YES
It is a 

government 
record

CAPTURE THE RECORD TO A 
RECORDKEEPING SYSTEM 

so that it can be managed according to
the provisions of The Archives and

Recordkeeping Act
see: Managing Records

DISPOSE OF WHEN NO
LONGER NEEDED

NO
It is a Transitory 

Record
see: Transitory Records 

Fact Sheet

Is the record 
subject to a 

litigation hold 
or a FIPPA 
request ?

SAVE
until the hold has been 

lifted or the request 
completed

YESYES
It is a 

government 
record

see: About Records

Government Records Office, Archives of Manitoba
T: 204-945-3971 | E: GRO@gov.mb.ca

Visit our web site to learn more about Government Recordkeeping
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http://www.gov.mb.ca/chc/archives/gro/recordkeeping/managing.html
http://www.gov.mb.ca/chc/archives/gro/recordkeeping/docs/transitory_fact_sheet.pdf
http://www.gov.mb.ca/chc/archives/gro/recordkeeping/about_records.html
http://www.gov.mb.ca/chc/archives/gro/recordkeeping/index.html



