
 Standard 
 Records Management for Information from 
 Decommissioned Applications 

 This standard falls under  A1477 Data and Information Management Administrative Policy. 

 Program Impacted  Project and Asset Management 

 The City of Edmonton’s projects are well managed and assets are maintained for 

 accountable service delivery. 

 Technology and Data 

 The City of Edmonton’s technology and data are leveraged to enable quality 

 decision-making and enhance innovative service delivery. 

 Approved By  Aileen Giesbrecht, City Clerk 

 Date of Approval  March 18, 2025 

 Approval History  N/A 

 Next Scheduled Review  March 2026 

 Standard Statement 

 This standard is required to be followed in order to maintain City information for the full length of its 

 required retention period, as detailed in the City of Edmonton Classification and Retention Schedule. This 

 standard is required to be followed by all City of Edmonton business areas and employees who 

 decommission applications and migrate, transfer or delete application data. 

 This standard falls under the Lifecycle Management (LM) functional domain, as defined in  A1477 Data  and 

 Information Management Administrative Policy. 

 Definitions 

 Application  refers to a program, such as a word processor  or a database program, that performs a particular 

 task or set of tasks. 

 Application decommissioning  refers to the process  of retiring or discontinuing an application that is no longer 

 needed or relevant to meet or support a business or service outcome. 
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 City of Edmonton Classification and Retention Schedule  refers to a living policy document that categorizes 

 records based on similar use and purpose to facilitate lifecycle management. The schedule provides rules 

 that identify the length of time a record needs to be kept (retention period), what to do with the record when 

 it is no longer needed (disposition method) and supplementary information. 

 City record  refers to recorded information in any  form that is acquired or developed during the course of City 

 business. 

 Data  refers to any object(s), number(s) or text that  can be recorded or processed in different formats and in 

 different environments. 

 Disposition  refers to the action that occurs when  City records and information reach the end of their life cycles 

 and are no longer required for operational or legislative purposes. The final disposition is indicated in a 

 retention schedule and may include destruction, deletion or transfer to the City Archives or another entity. 

 Information  refers to what is conveyed or represented  by a particular arrangement or sequence of things, such 

 as objects, numbers or text, in any medium or form. 

 Information asset  refers to information owned and/or  used by the City. 

 Retention period  refers to the length of time City  records and information are required to be retained, as 

 governed by a records schedule. 

 Standard Specification 

 If an application is to be decommissioned and replaced, the Corporate Records and Information Management 

 team within the Office of the City Clerk is required to review application data retention requirements during 

 the  planning phase  of acquiring a new application  to replace any application scheduled to be 

 decommissioned. 

 If an application is to be decommissioned and  not  replaced,  the Corporate Records and Information 

 Management team within the Office of the City Clerk is required to review application data retention 

 requirements for all information, including legacy data, before that application is decommissioned. 

 Application information needs to be retained and accessible for the full retention period, as per the City of 

 Edmonton Classification and Retention Schedule, even if the application itself has been decommissioned. 
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 Accessible data means the data is readable and available to the business area for the foreseeable future. 

 Business areas should consult with Data Storage in Open City and Technology (OCT) and the Corporate 

 Records and Information Management team within the Office of the City Clerk (OCC) for ongoing storage and 

 readability options. 

 Disposition of data is completed using the corporate disposition process when data meets its retention 

 requirements. This means that some data may be eligible for disposition annually until no data is left from 

 the decommissioned application. 

 Compliance 

 Records management compliance is the responsibility of the business area, overseen by the Branch Manager 

 as per the Corporate Records and Information Management Accountability Model (RASCI). Failure to comply 

 with this procedure could result in the loss of City records and information, damage to the City of 

 Edmonton’s reputation, unnecessary costs and fines, environmental impacts including those created by 

 continually increasing electricity requirements, increased legal risk and potential breaches of personal and 

 other information. 

 References and Supporting Resources 

 Legislation 

 ●  Municipal Government Act, RSA 2000, c M-26 

 Policy and Policy Tools 

 ●  A1477 Data and Information Management Administrative Policy 

 ●  City of Edmonton Classification and Retention Schedule 

 Supporting Resources 

 ●  Corporate Information Management Glossary of Terms 

 ●  Corporate Records and Information Management Accountability Model (RASCI) 
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https://canlii.ca/t/8239
https://www.edmonton.ca/sites/default/files/public-files/A1477-DataandInformationManagement.pdf
https://drive.google.com/file/d/1CZmLAM4A7Do6SqN9KS0EYNr0TWz2UWkE/view
https://docs.google.com/document/d/1FgqrGwaoosTH_WqGTH928AKnhLpE-9b1cvrqzb76vg4/view
https://drive.google.com/file/d/1a0dclZJEO2O8GaqDOQluZLjYWvSKLsGI/view?usp=drive_link

