Records Management Procedures
Subject:   Retaining a Record Beyond Authorized Retention


Responsibility
Action
Department Head
1.
In writing, submit request for extension to Records Management Officer and Records Management Committee.

a.
Include what the record is and the authorized retention.

b.
Clearly explain reason for extension (Is there further administrative, legal, or financial value to the record?)

c.
Is this request only for an individual document or for the entire record series?

Records Management
2.
Submit request to Records Management Committee for discussion and approval/disapproval.

3.
Notify Department Head in writing of Committee's decision.

a.
Indicate on Department's Schedule if change is made.

b.
Schedule review date for further disposition of record.

4.
If department is requesting changing retention of an entire series, refer to procedure for "Changing Record Control Schedules".
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