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This document provides guidance on when archive documents that have been received or 
drawn up may be destroyed after they have been scanned. The guidance may be applied to 
documents drawn up and received after 1 January 2010, provided that the documents were 
scanned when they were received or drawn up, and that the checks and requirements of the 
procedures are met. 
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Introduction 

The handling of public documents at universities and other higher education institutions is governed 
by law and regulations, with the Swedish National Archives playing a special role as supervisory 
authority. The Swedish National Archives publishes regulations (RA-FS) in which national rules 
define how universities and other higher education institutions should interpret concepts such as 
preservation and destruction, as well as how universities and other higher education institutions 
should handle various documents and bodies of information in various contexts. 

In order to facilitate the administration and handling of paper documents, the Swedish National 
Archives has formulated rules for when and how paper documents can be destroyed after scanning in 
its regulations and general advice on the destruction of paper documents after scanning (RA-FS 
2021:1). Stockholm University intends to apply these rules in activities that handle public documents. 
Thus, the purpose of this administrative procedure is to clarify the procedure for the destruction of 
paper documents after scanning within the University's activities and the contexts in which the 
application applies.  

Application and scope 

The following excerpt from the Swedish National Archives' regulations states the following: 

 The regulations apply unless there are different rules on preservation or destruction in a law 
or regulation, or in regulations or decisions based on a law or regulation.  
 

 The regulations apply to paper documents that have been scanned so that electronic copies 
have been created. They do not apply to scanning where data is only transferred to different 
fields in a database.  

 
 The regulations apply to paper documents that have been scanned at the time they were 

received or drawn up. The regulations do not apply to paper documents which: 
 
1. were scanned at a later stage to make them available on a website, to facilitate disclosure of 
a public document, or to make them available for further use, 
 
2. were scanned at a later stage for the purpose of replacing them with electronic documents 
in the archives of the authority, or 
 
3. have been taken over from another authority and are part of the archives of that authority. 
 

 The regulations do not apply to the scanning of documents in a medium other than paper.  
 

 The paper documents may be destroyed only on condition that there is no infringement of the 
public's right of access and the paper originals are deemed to be of no value for the purposes 
of justice, administration or research. 
 

 The regulations may be applied retroactively to documents received or drawn up after 31 
December 2009, provided that the documents were scanned when they were received or 
drawn up, and that the checks and requirements laid down in the document are otherwise met. 
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Swedish National Archives' definitions  

Authenticity An authentic document or information can be verified:  
a) drawn up or received with the content and in the form stated by 
the authority,  
b) drawn up or received at the time point specified,  
c) created or sent by the actor – another authority, organisation or 
individual – who is said to have created or sent it,  
d) created and sent at the time point indicated by the actor, and  
e) used by the authority in the course of its processing or actual 
action with the content and in the form indicated by the authority. 

Electronic document Recorded for automated processing in accordance with  
Chapter 2, § 3 of the Freedom of the Press Act (1949:105). 

Electronic copy Electronic document that reproduces a paper original without loss 
of information – with the same content and appearance, apart 
from the difference in medium – where the content can consist of 
text, images and other graphic information. 

Destroy/destruction Destroying public documents or information contained in public 
documents, or taking other measures with the documents that 
result in – loss of meaningful data, – loss of possible 
compilations. – loss of search possibilities, or – loss of 
possibilities to assess the authenticity of the documents. 

The transfer of information to a data carrier within another 
medium, such as from paper to electronic documents, always 
counts as destruction. 

Medium Means and methods of producing, transmitting and storing 
documents. 

Paper original Paper document that can serve as a basis for creating an 
electronic copy. 

Scanning Image capture using a paper original to create an electronic copy. 

 

Guidance on the handling of specific documents for Stockholm University 

The document management plan for Stockholm University (su.se/arkivet), drawn up by the central 
Archives and Registrar Office, sets out what applies specifically to each type of document and any 
specifications regarding the retention period, as well as specific rationale if any type of document 
deviates from the general principles. The document management plan indicates which types of 
documents may be destroyed after being scanned. In case of questions regarding specific documents, 
please refer to the document management plan or contact the Archives Office. 
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Paper documents received by the Registrar may be scanned and then destroyed  

According to the regulations of the Swedish National Archives, paper documents received by the 
Registrar for registration and filing may be scanned and stored in the central repository. A prerequisite 
for the destruction of paper documents after scanning is that the University's document management 
plan allows for the handling of the specific document type. According to the regulations of the 
Swedish National Archives, documents are exempted from destruction after scanning under certain 
circumstances, such as when the original paper document has a specific significance (see below) or 
when there is a requirement from the University that a document type have a handwritten signature. 
Scanning and destruction of paper documents should, however, be considered a prioritised working 
method, and deviations should be considered exceptions given the above conditions. 

Documents that do not require a signature can be destroyed after scanning 

Documents that are received or drawn up and do not require a signature (either handwritten or digital) 
according to the guidelines established by the Legal Secretariat in a memorandum on electronic 
signatures may be destroyed immediately after scanning and once the digital document has been 
preserved a manner that secures the information.  

In cases when an "unnecessary" handwritten signature is found on a document, this document may be 
destroyed after scanning, despite being signed. 

Example: Hand-signed minutes can be destroyed immediately after scanning and digital archiving 
since there is no formal requirement from the University for meeting minutes to be signed. For this 
reason, the analogue singed minutes (original document) do not need to be kept for any set retention 
period. 

Paper documents preserved in analogue form even after scanning 

For certain document types, the paper document must be preserved as an original, permanently or for 
a set period of time, even after scanning through which a digitised copy has been created in 
accordance with Chapter 3, § 3 RA-FS 2021:1. Examples of such documents are hand-signed 
contracts, authorisations and certain agreements or documents that have great value for national 
cultural heritage.  

 Documents related to payroll and human resource administration and documents related to 
accounting information may have specific rules depending on document type.  

 Paper originals of importance to Sweden's international commitments are preserved. 
 Paper originals of importance to national cultural heritage are preserved. 
 Paper originals that form the basis of audits of activities funded by the European Union are 

preserved for as long as the requirement for supporting audit documentation exists. 
 For hand-signed contracts and similar documents, the original document is preserved. 

See the document management plan for Stockholm University for further guidance. 

Full procedures for scanning, quality assurance and preservation can be found in the document  
“Rutin för inskanning av handlingar vid Stockholms universitet” [Procedure for scanning documents 
at Stockholm University] (Ref. no. SU FV-1672-21).  





Tillgänglighetsrapport





		Filnamn: 

		Destruction_of_paper_documents_after_scanning.pdf









		Rapporten har skapats av: 

		



		Organisation: 

		







[Ange personlig information och organisationsinformation i dialogrutan Inställningar > Identitet.]



Sammanfattning



Kontrollfunktionen hittade inga problem i det här dokumentet.





		Kräver manuell kontroll: 0



		Manuellt godkänd: 2



		Manuellt underkänd: 0



		Överhoppat: 2



		Godkänt: 28



		Underkänt: 0







Detaljerad rapport





		Dokument





		Regelnamn		Status		Beskrivning



		Behörighetsflagga för tillgänglighet		Godkänt		Behörighetsflagga för tillgänglighet måste anges



		PDF-fil med bara bilder		Godkänt		Dokumentet är ingen PDF-fil med bara bilder



		Taggad PDF		Godkänt		Dokumentet är en taggad PDF



		Logisk läsordning		Manuellt godkänd		Dokumentstrukturen har en logisk läsordning



		Primärt språk		Godkänt		Textspråk är angivet



		Titel		Godkänt		Dokumenttiteln visas i namnlisten



		Bokmärken		Godkänt		Bokmärken finns i stora dokument



		Färgkontrast		Manuellt godkänd		Dokumentet har korrekt färgkontrast



		Sidinnehåll





		Regelnamn		Status		Beskrivning



		Taggat innehåll		Godkänt		Allt sidinnehåll är taggat



		Taggade anteckningar		Godkänt		Alla anteckningar är taggade



		Tabbordning		Godkänt		Tabbordningen stämmer överens med strukturordningen



		Teckenkodning		Godkänt		Tillförlitlig teckenkodning erbjuds



		Taggad multimedia		Godkänt		Alla multimedieobjekt är taggade



		Skärmflimmer		Godkänt		Sidan kommer inte att orsaka skärmflimmer



		Skript		Godkänt		Inga otillgängliga skript



		Tidsbestämda svar		Godkänt		Sidan kräver inga tidsbestämda svar



		Navigeringslänkar		Godkänt		Navigeringslänkarna är inte repetitiva



		Formulär





		Regelnamn		Status		Beskrivning



		Taggade formulärfält		Godkänt		Alla formulärfält är taggade



		Fältbeskrivningar		Godkänt		Alla formulärfält har beskrivningar



		Alternativ text





		Regelnamn		Status		Beskrivning



		Alternativ text för figurer		Godkänt		Figurer måste ha alternativ text



		Inkapslad alternativ text		Godkänt		Alternativ text som aldrig kommer att läsas.



		Kopplat till innehåll		Godkänt		Alternativ text måste vara kopplad till något innehåll



		Döljer anteckning		Godkänt		Den alternativa texten bör inte dölja anteckningen



		Alternativ text för andra element		Godkänt		Andra element som kräver alternativ text



		Tabeller





		Regelnamn		Status		Beskrivning



		Rader		Godkänt		TR måste vara underordnad Table, THead, TBody eller TFoot



		TH och TD		Godkänt		TH och TD måste vara underordnade TR



		Rubriker		Överhoppat		Tabeller bör ha rubriker



		Regelbundenhet		Godkänt		Tabeller måste innehålla samma antal kolumner i varje rad och samma antal rader i varje kolumn



		Sammanfattning		Överhoppat		Tabeller måste ha en sammanfattning



		Listor





		Regelnamn		Status		Beskrivning



		Listpunkter		Godkänt		LI måste vara underordnad L



		Lbl och LBody		Godkänt		Lbl och LBody måste vara underordnade LI



		Rubriker





		Regelnamn		Status		Beskrivning



		Relevant kapsling		Godkänt		Relevant kapsling










Till början

