Records Management Procedures
Subject:   Annual Review of Retention Schedules


Responsibility
Action
Records Management
1.
Evaluate by individual department:

a.
Current Records Control Schedule.

b.
Record Destruction List for past year.

c.
Records transferred to storage.

2.
Meet with Department Head and Liaison for any changes that occurred over the past year.

Department Head/Liaison
3.
Evaluate how department organization and purposes have changed over the past year.

a.
Has there been a reorganization of work processes?

b.
Have purposes changed for your work product?

c.
Have any new records been introduced into your work process?

d.
Have any records been incorporated into others?

e.
Have any records been eliminated?

4.
Review with Records Management any changes.

Records Management
5.
Changes in department records require following appropriate procedure.
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