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Request for Authority to Destroy Records
Prior to destruction you must ensure that the:
· Minimum retention periods set by GDA’s have been satisfied.

· Records are no longer required for legal, administrative, financial or audit functions.

	Requestor Details

	Name
	

	Faculty/Division
	

	Position/Title
	

	Telephone
	

	Signature
	Date

	Records Description

	Description of Records 
	Attach a separate list of records if not enough room

	

	

	

	

	Authorisation for Destruction

	FACULTY/DIVISION APPROVAL

	This section must be completed by the Manager.

	Are the records still required by the University for any of the following functions?
	Legal Functions
(
Yes
(
No

Administrative Functions
(
Yes
(
No

Audit/Financial Functions
(
Yes
(
No
	If yes has been selected for any of these functions, then these records must be retained.

	Name
	Position

	Signature
	Date

	UNIVERSITY RECORDS MANAGER APPROVAL

	Have the records satisfied minimum retention requirements?
	
(
Yes
(
No
	If no, records must be retained.

	Name Shelley McMenamin
	Position University Records Manager

	Signature
	Date

	Destruction of Records Completed by


	Signature
	Date


Created August 2005


