TRIM TIP #15 – Dates

One of the more difficult concepts to get our collective heads around is the variety of Dates used to describe records in TRIM.  Their meaning and the effect they have in triggering dispositions is outlined here.

Date Registered:  
This is like a time stamp telling us when the record was actually entered onto TRIM.  It is entered automatically and cannot be changed.  
Note:  When creating a new record by Copy Record, always deselect “Dates” when prompted.  Otherwise the Date Registered from the original file will also come across
Date Created (Opened ): For Electronic Documents, this will be the date the email or document was created.  

For Folders this is the date the record was available for material to be enclosed within it.  This is NOT necessarily the same as the date of the first material on the file (see Content Start Date below). 
As a default, TRIM enters today’s date. At the time of creation, Info Workers have the ability to adjust that date.  This is especially useful when entering “legacy files”: old files that didn’t get entered onto the system until now.  
When a new Part is created, the creation date will be the date it was created and it cannot be adjusted.
Date Closed:
For Folders, this is the date the record was no longer available for material to be enclosed within it.  This is NOT necessarily the same as the date of the last material on the file (see Content End Date below). 

Note that when a new Part is created, the previous part will automatically be closed using that days date.


All records having CY retentions will be closed on Dec 31 of each calendar year.


All records having FY retentions will be closed on Mar 31 of each fiscal year.


Records having SO retentions will usually have a Closed Date the same as the SO date (see below), but as a separate field does allow for those occasions when they are different dates.

The Closed Date of the Latest Part of a record triggers the retention schedule for CY and FY files.

It contributes to the triggering of the retention of SO files, but in conjunction with the SO date (see below).
Content Start Date:
This optional field is the date of the first material on the file.  It can be adjusted at any time to accommodate legacy material being added after the file is created.

Content End Date:
This optional field is the date of the latest material on the file.  It can be updated at any time to accommodate material being added. 
SO Date:
This date records when the record achieved the criteria established in the SO definition of the secondary classification (the “SO = …” statement in the notes).  Once determined, the same SO date should be entered for every Part of a record.

The retention of SO records is triggered by the later of the SO Date or the Closed Date of the Latest Part.
Previous tips are available from our web site. 
See http://gww.for.gov.bc.ca/his/edrms/Tips/  for tips 
or see http://gww.for.gov.bc.ca/his/edrms/guide.htm for guides.

