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Destroying/Deleting Transitory Records 
�¾ Destroy/delete transitory records regularly.  

o Do not retain transitory records  

o Review transitory materials regularly after operational need ends  

o Clearly identify draft items and discard once the final version of a document is prepared (with 

exceptions noted below) 

 

�¾ Destroy/delete transitory records as soon as they have served their primary purpose.  

o Notices:  once event has taken place (unless you are the originator) 

o 
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