RECORDS MANAGEMENT - CERTIFICATE OF DESTRUCT ION

Seotion 1: Department qﬂm!wwm mhﬂﬂul'
out this section BEFORE any records are destroyed. (Please seein-
structions and reminders on the reverse of this form.)

T™O: Branch Records Contact

FROH:
Hams (please print) Department
Signature
RECORD SERIES DATE RANOE MEDILA QUANTITY

Section 2: Person actually destroying records fills out this section
AFTER destroying the records listed above.

Hame (Fliease print) Hethod of destruction

Signature Dace




Retention Schedule:  Sample Departiment 11/9/2017
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et

Archive and Uisposal Uale(s) Uepardmen! Kecords Conticl

Serjes Title Aelention Description Citations
Correspondence ACT-3 Comespondence with other individuals, departments, branches, and committees.
Comments: Records become inactive when the matter discussed in the comespondence is resolved.
“Department Related ] Department schedules, templates, and other conumonly used forms or signs.
_ﬂq:;m Related-  ARC Records that are deemed by oversight to be of doctnnal, historical, or erganizational value.
DH
“Financial Related Y=l Documents related to the department’s financial activity.
Comments: Convenience . Ong forwardedto Acc
R+ ofthe proceedings of meetmgs held and supportng documentabon
Corments: Agendas are not kept after meeting minutes are created
“Pervonnel ACT+3 MON files relatedto personnel including assignment descriptions, traimng received, etc.
Comments: Records become inactive when anindividual leaves the depanment or Bethel Required records are sent 1o Bethel Office
“Policy and Procedure 5 Wm‘?mm that govem how the depantment operates and how
its resources are used
“Projects E'H_'m; and as aresult of department projects.
Comments: Records become inactive upon completion or cancelation of the project.

R 5 Non-Watch Tower pubbcationsused for reference andresearch.
h%l‘l ;HE: LOSW Manuals and documents related to the operation of software 3 ﬂmﬂpﬂpm
“Tralning 5 Traming references, manuals, and mstructional matenals for use within the department and or as
pan of 3 cumcubum.
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