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 Summary  
This guide is aimed to those of you who are employed as teachers or researchers at Luleå University of Technology (LTU). For matters that are administered with 
the help of education administrators, department administrators and project economists, there are other administrative routines for records management.  If you want 
to know more about how these records are managed, it is recommended to go to the employee website; www.ltu.se/internt/Tjanster-och-
stod/Informationshantering/Informationshanteringsplaner. 
 
The archive follows LTU's business map to structure business information. For teachers and researchers, business information can be found in the business map's 
main processes "Educate students and doctoral students" and "Create research results". There are other processes where records are managed by teachers and 
researchers, for example "Building a brand" and "Secure service". In this guidance we will only present records that is created in researchprojects. If you want to 
know more about how other records are managed, it is recommended to go to the employee website; www.ltu.se/internt/Tjanster-och-
stod/Informationshantering/Informationshanteringsplaner. 
 

 Archiving at LTU 

Luleå University of Technology are required to maintain an archive for the authority's public records. The university archive is located at Luleå campus and is administered by the 
archive function in Luleå. The university applies both electronic archiving and paper archiving. 

Archive requirements are regulated mainly by the Archives Act (SFS 1990: 782), the Archives Ordinance (SFS 1991: 446) and the National Archives' regulations (RA FS and RA 
MS). The rules are also ultimately based on the Freedom of the Press act that regulates the public's right to access public records (SFS 1949: 105).  Together this provides a 
framework for how an authority should: create, structure, store, appraisal and archive public records to the archive.  
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When you deliver to LTU:s  archive, you ensure long-term preservation of records. It is important for you to know that when you hand over records to the archive it doesn’t 
mean that we publish the content for everyone to access. Read more in section 3; What is a public record?  

Of course, archiving is not just about following rules and regulations. An archive stands for a 1000-year perspective - where the university's archive is part of the national cultural 
heritage and a part of both the history in the northern region in Sweden and Luleå University of Technology's history.  

 What is a public record? 
According to the Freedom of press act, a document is official if it is held by the university and considered under specific rules to have been received or drawn up by 
LTU. Such a document is a presentation in writing or images, or a recording that can be read, listened to or apprehended in some other way only using technical 
aids. The word ‘document’ thus refers not only to writing or images on paper but also, for example, to a tape recording, email or text message. It could be said that 
a document is any object that contains information of some kind.  
 
Official records can be either public or secret. The Public aceess to Information and secrecy act (SFS 2009:400) regulates what can be considered to be bound to 
secrecy. It’s first when a citizen send in a request for access to a offical record that an evaluation is made whether is public or not. Read more about case 
management and recordkeeping Guidelines for record management at Luleå University of Technology, LTU-1204-2019. 
 

 Registration of offical documents 
Public records must be registered according to The Public access to Information and secrecy act. At LTU we have the IT system Platina for registry in- and 
outgoing correspondance whit the surrounding society or decisions from the management, faculties or the university’s board or investigations made by the 
administrations officials. The aim with this regulation is to create a structure so the university can find the record when we need them. All official documents are not 
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registered in Platina. They are kept in order at file storage surfaces or in other IT system e.g. studydocumentation is stored in Ladok or the school learning platform 
Canvas. 

 Records that demands protection or is classified  
Sensitive personal data or classified information must, if such data is required due to our assignments as an authority, be stored in a secure business systems. To find 
out what level of protection the information has, it needs to be classified. When the record is classified based of the parameters confidentiality, accuracy and 
availability, you know what level of protection the information needs to be managed and stored secure and protected. If you are unsure whether your information is 
covered by confidentiality or want to carry out an information classification, contact registrator@ltu.se. If you need help with information classification contact our 
information security coordinator at jurister@ltu.se.   
 

 Records that are public  
Records that are public does not require the same protection as classified records. Note, however, that records may have high demands on accuracy and therefore 
require secure administrative routines and technical functions to secure its integrity.  

 Appraisal and destruction 
Appraisal always means an evaluation if the authority should preserve or destruct the record after a while. The regulation to the destruction of official records 
regulates by the Swedish national archive. The university’s director then make a decision on how we as an authority has evaluated and implemented the destruction 
plan for records. Before the decisions the investigation on how to implement the national archives regulations is processed by the universities archivist.  
 
Record management plans describe whether it should be preserved or destroyed and also when in the process it should be archived or how many months or years 
we have to keep the record before we can destroy it. It also mention if the record may infold confidential information. But the valuation always takes place first 
when an official request to access a document reach the registration office.  

mailto:registrator@ltu.se
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 Record management plan for research at LTU 

 Research data 
The research process starts when the researcher has an idea and ends when the research results are publish and the research project is finished.  
 
As previously mentioned, there is also recordkeeping management that are administered by education administrators, department administrators and project 
economists. These types of records are not mentioned in this guide. If you want to know more about how these records are managed, it is recommended to go to 
the employee website; www.ltu.se/internt/Tjanster-och-stod/Informationshantering/Informationshanteringsplaner. 
 
It’s important to remember that research data must be archived at LTU. Exceptions for preservation are made for biological and / or chemical sample data. When 
you submit data for archiving - you and your department ensure that research data is authentic and secure. During a review, the archive can verify traceability and 
authenticity for you and your department. It’s also important to plan the structure, securement and documentation of your data during collection and analysis. The 
securement especially applies to data that contains personal data.   
 
It is important that you send any attachments as well, e.g. code books, transcriptions, consents and other documents that is essential to the understanding of your data. 
 
All research projects are recommended to do an information security classification on the research data and establish a data management plan. With the help of the 
classification, you as a researcher, your department and archive are able to manage the data with the right measures of protection.  The data management plan is a 
formal document that overall describes how data material is to be managed during the research project. On SND's website (Swedish National Data Service), you as a 
researcher can get tips on how to document your data in a good way; https://snd.gu.se/en 
 
 
 

https://snd.gu.se/en
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 Record managementplan for Research data 

Record Registry 
in  
Platina 

Storage from 
the creation 
to 
preservation 

Destruct or  
Preserve 

Recordkeeping 
management 

Delivery to the 
Archive 

Public or 
Confidential 

Application/decision 
on research project 

Yes Platina 
Marshal e-arkiv 

Preserve Sent to the department 
administrator for 
registration 

Store in Platina until 
digital archiving is 
installed.  
 

Public 

Data management 
plan 

Yes Platina 
Marshal e-arkiv 

Preserve Sent to the department 
administrator for 
registration. 

Store in Platina until 
digital archiving is 
installed.  
 

Public 

Notification to 
GDPR-register of 
personal data in 
research project 

No Draft IT 
Marshal e-arkiv 

Preserve Project manager / 
researcher register  in 
Draft IT 

Store in Draft IT until 
digital archiving is 
installed.  
 
 

Public 

Application and 
decision on ethics 
review 

Yes Platina 
Marshal e-arkiv 

Preserve Send to department 
administrator for 
registration.  

Store in Platina until 
digital archiving is 
installed.  
 
 

Public 
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Dataset  
(research data) 

No  Preserve Is stored in the 
project/researchers 
selected storage and 
sharing area until 
delivered to archive. 
Submit to archive when 
your thesis is publish.  
 
Larger amounts of 
questionnaires and 
consents in paper format 
can be submitted 
continuously to archive 
before publication of 
results. 

Contact 
registrator@ltu.se 
to establish contact with 
the archivist at LTU. 

Confidential 

Different kind of 
attachments to 
dataset such as 
consents, code lists, 
transcriptions, lists of 
statistics whit 
different variables  

Other 
kind of 
registrati
on 

 
 

Preserve Is stored in the 
project/researchers 
selected storage and 
sharing area until delivery 
to archive. Submit to 
archive when your thesis 
is publish. 
 
Larger amounts of 
questionnaires and 

Contact 
registrator@ltu.se 
to establish contact with 
the archivist at LTU.  

Confidential 

mailto:registrator@ltu.se
mailto:registrator@ltu.se
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consents in paper format 
can be submitted 
continuously by 
agreement before 
publication of results. 

Presentations at 
conferences 

No Platina 
Marshal e-arkiv 

Preserve Send to the economist 
for the project. Project 
economist uploads papers 
to Project Card in Platina 
when the project is 
completed. 
 

Store in Platina until 
digital archiving is 
installed.  
 
 

Public 

Protocols from 
project management 
and meetings 
between participants 
in the project 

No Platina 
Marshal e-arkiv 

Preserve Send to the economist 
for the project. Project 
economist uploads 
protocols to Project Card 
in Platina when the 
project is completed. 
 

Store in Platina until 
digital archiving is 
installed.  
 
 

Public 

Purchase of 
equipment and 
investments during 
projects 

Yes Platina 
Marshal e-arkiv 

Preserve Send the documents to 
institution administrator 
for registry or to the 
economist for the project. 
Project economist 
uploads documents to 

Store in Platina until 
digital archiving is 
installed.  
 
 

Public 
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Project card in Platina 
when the project 
completed.  
 
 

Important 
correspondence 

 Outlook 
Platina  
Marshal e-arkiv 

Preserve Send to the economist 
for the project. Project 
economist uploads 
correspondence to 
Project Card in Platina 
when the project is 
completed. 
 

Store in Platina until 
digital archiving is 
installed.  
 
 

Public 

 


	1. Summary
	2. Archiving at LTU
	3. What is a public record?
	3.1 Registration of offical documents
	3.2 Records that demands protection or is classified
	3.3 Records that are public
	3.4 Appraisal and destruction

	4. Record management plan for research at LTU
	4.1 Research data

	4.1.1 Record managementplan for Research data

