
IM Foundations: Records
The information lifecycle
[bookmark: _GoBack]Below are terms used to describe common office activities and examples of the activity. 
Destruction
“Deleting an email or securely shredding a document” is an example of DESTRUCTION
Receipt
“An online form is submitted to your office” is an example of RECEIPT
Classification
“Adding a classification number to a report header” is an example of CLASSIFICATION
Creation
“Documenting a key decision” is an example of CREATION
Maintenance
“Tidying a project file, fixing titles, and deleting transitory records.” is an example of MAINTENANCE
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