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Information is an essential organizational
resource that must be created, shared,
and utilized effectively in order to
support knowledge management,
compliance, and decision-making. The
lifecycle of records, whether digital or
analog, from production to destruction is
the main emphasis of information

generation, dissemination, and use

reporting. Understanding these phases’.
ensures authenticity, accessibilityirans

long-term worth.



What is Information Lifecycle?

e The Information Life Cycle refers to the

proper management of information throughout
its entire lifespan in order to maximize its use
and benefits. It involves phases such as
planning, acquiring, storing and sharing,
maintaining, applying, and disposing of
information.

e It's a complete cycle of how information is
born, spreads, and is used.



e This process is fundamental to human
progress, driving everything from scientific
discoveries to everyday decisions.

e Information should be managed consistently
from creation to final disposal. The lifecycle

involves people, processes and technology
\ and drives improved control over
information as it moves through the various

lifecycle stages.




Creation

The records life cycle begins

'when you create or receive a
'record. You should be thinking
| about how this record will be
(identified, stored, and managed
'throughout its life cycle. For

' example, if it’s permanent, how

will you protect and preserve

that record indefinitely.




This stage in a records cycle is the point at which
information is collected and captured. Thus a record is
created. Records are created in the following forms:

Cr"l'ion

Paper-based records - Information recorded on any
form of paper is considered a paper document.

Microform-based records - Information recorded on

any type of microform is considered microform-based
record..

Electronic-based records - Information recorded in a
digital form.

® -' The record creation process involves producing and capturing
recorded information, whether as a physical document, a
® digital file, or a transaction.




C"EQ""O" Starts when records are either received from an external source

or created internadlly. The objectives of this initial stage are:

Create complete and accurate records that provide
evidence of the organization’'s functions, activities,
decisions, transactions, procedures, etc,;

Identify and apply an appropriate security
T | classification;

Distinguish between records and non-record copies or
working documents, to be able to appropriately
segregate them in the filing system;

Place the record in an organizational classification scheme (or file
plan) either in paper (eg. in a filing cabinet or a binder) or in
electronic version (e.g. on a shared drive or in a system) to ensure
® that it’s preserved within its context




Diffusion

— = p—— ———.

Dif fusion is the process by which knowledge is shared and
exchanged among individuals, groups, or the public at large.
Effective dispersion relies on safe but accessible tools,
"such intranets, cloud repositories, and collaborative
- platforms, to ensure that stakeholders receive the right

' information at the right time. Policies pertaining to data
- integrity, privacy, and secrecy safeguard this stage

(International Council on Archives, 2019).
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