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Box & Folder S/O Date 
 
In the GNWT’s ARCS/ORCS system, the retention periods and disposition dates 
are calculated based on the closed date of a file.  The closed date of a file is 
usually the date of the last document on the file.  However, from time to time 
departments will want to use a different date to calculate the retention and 
disposition.  This most often happens with files that close based on an event, 
such as superseded or obsolete (S/O).   
 
For example, imagine that you opened a policy file in 1995.  The date of the last 
document on the file is 1996.  The policy remained in effect until 2005.  The 
retention schedule said that you were supposed to keep the file open and active 
until it was superseded or became obsolete.  If you use 1996 as the close date, 
you would probably dispose of the file too soon.  
  
To solve this problem, PWS added the S/O Date field.  Use this field when you 
want to use a date other than the close date to calculate retention and 
disposition.   
 
iRIMS Folders 
 
Always enter the “S/O Date” in 
this field for files that have an 
S/O retention trigger in the 
retention schedule, even if the 
“TO Date” and the “S/O Date” 
are the same.   
 
The disposition reports will be 
based on whether the retention 
trigger is S/O and there is an 
entry in the S/O date field.  If the 
folder does not meet this c
retention will be based on the 
Folder “TO Date” field. 
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Disposition Report Example - Folders 

 
Boxes 
 
The disposition reports will follow 
the same criteria for the boxes as it 
does for the folders.  If there is no 
entry in the “S/O Date” field, then 
retention will be calculated from t
“TO Date” of the box.  If there is an
entry in the “S/O Date” field AND 
the Retention period starts with 
S/O then retention will be 
calculated from the “S/O Date” 
field. 
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Disposition Report Example - Boxes  

 
Please contact Records Management at 873-7231 if you require further 

clarification on the use of the S/O Date field. 
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