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Identification des sections d’une règle de conservation 

 

1. Numéro de la règle de conservation (Identifiant) / Retention Rule number (Identifier)  

2. Titre de la règle / Rule title.  

3. Code de classification / Classification code. Section that corresponds to the process/activity code 
identified in the University's Document Classification Plan. 

4. Processus ou activité / Process or activity. This process or activity generally corresponds to the 
sub-series of the classification plan to which the dossiers covered by this rule relate. 

5. Nom de l’unité administrative détentrice du dossier principale / Name of the unit that has 
primary responsibility of the dossier. This is the name of the unit that is responsible for the 
management and preservation of principal copies of the documents covered by the rule. Note 
that the holder of secondary copies is not identified as the person responsible but must still 
comply with the entire rule (retention period and final disposition). For practical reasons, a 
maximum of two names of administrative units is indicated, however, it is recommended that you 
check with the McGill University Archives to see if your unit is identified as the primary holder. 

6. Description et utilisation / Description and use. This section specifies the nature of the activity 
or process covered by the rule, the objective pursued by their production and the intended use. 

7. Types de documents
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Finally, the following table provides details on some of the codes and concepts specific to the 
conservation schedule.   

Specific rules applying to primary 
(originals and most complete) and  

secondary copies (copies) 

Periods of use of documents at the 
active and semi-active stage. 

Disposition, the intended final 
disposition of records: either 

secure destruction (D), 
permanent retention (C) or 

sorting (T). 

Number of years that the concerned documents 
are kept in active state (in the offices or on the 
University servers) since their date of creation, or 
according to the details given in the corresponding 
remark (R1 in the example presented). 

Number of years of retention at the 
semi-active stage of the concerned 
documents from the end of the active 
period until their final disposition. 
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Details on the terminology used in the retention schedule 

888  Indicates that the period of active use 
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Disposition The final disposition assigned to documents at the end of their expected 
period of use at the active and semi-active and inactive stages, which is one 
of the following:  

D: Secure destruction of documents. 

T: Sorting according to criteria specified in a remark. 

C: Permanent retention. 


