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		DOCUMENT RETENTION DISPOSAL REGISTER
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· Records need to be kept secure until they are actually destroyed.  Don’t leave them unattended in corridors, reception areas or loading bays.

· It is important to keep a record of which records have been destroyed, and when.   Even if the records are destroyed ‘automatically’ at the end of their retention period, you should keep a record of how it was done to show the documents were destroyed in the normal course of business and in a properly authorised way.

· Once their administrative/business use has ended records should be destroyed after a year end.  Records should be destroyed in FULL years at the end of Financial/Calendar/Academic year. 

· Destruction of records should always be authorised by a manager who is responsible for the records and able to commit the organisation to any consequences of destroying them
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LIVING YOUR BEST LIFE




