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Business Classification: 
Describes the business 
functions, activities and 
processes that records 
support 

Scope Notes: Further 
define the business 
function, activity or process 
that records support  

Retention Trigger / 
Closure Procedure: 
Defines the event that 
triggers the start of the 
retention period and/or 
closure procedure 

Retention Period: 
Specifies the length of 
time records must be 
kept following the 
retention trigger event  

Disposal Action: 
Specifies disposal 
action following end 
of retention period  

Authority: Identifies 
the legal, regulatory or 
business reasons that 
records need to be 
created, received and 
kept (even if 
requirements are not 
explicitly stated) 


