Content Manager Guidance
Cutoff Date Guidelines
When creating a digital folder or box in Content Manager you must enter the Cutoff Date (previously Date
Closed) for the retention to be calculated correctly. Do not add or calculate the retention period yourself; the
system will do the math for you!
PRO TIP: If the records are still active and have not yet met their cutoff date or you don’t know when it will
happen, leave the Cutoff Date blank and add it in later.
What is the Cutoff Date?
The cutoff date is the date that records become inactive. For most records, this is when they are no
longer used for the reason they were created and are not accessed frequently.

How do I know what to enter for the Cutoff Date for a new folder or box?
Instructions for entering the cutoff date are listed on your retention schedule (refer to the “Cutoff”
field in the “Retention” column for each record).
That same information is also listed in Content Manager. Follow Category Guidelines to locate the
appropriate Retention schedule. Then locate the “Retention Period Cutoff” field.
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How do I know what to enter for a folder or box that already exists?
All users can edit a cutoff date for an existing box or folder.
1. Click/select the folder or box in Content Manager
2. In the bottom details pane, double click on the Retention schedule field

3. The guidance for what to enter for the Cutoff Date is listed as Retention Period Cutoff

4. Make changes as needed. (Refer to separate Edit a Box or Edit a Folder job aids)
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