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Disposal authorisation process
There are two main stages in the process of obtaining approval for a functional retention and disposal authority. These stages are:
1. submission of an initial draft for review and comment by State Records
2. formal submission of a final agreed draft for approval by State Records and its Board.
The disposal authorisation process
The following table describes the process of obtaining disposal authorisation once a draft functional retention and disposal authority has been prepared.
Note that the same procedure applies whether the draft authority has been prepared inhouse or by a consultant.
	Stage
	Description

	1
	The public office records manager... 

· checks that the draft functional retention and disposal authority meets all organisational and statutory requirements
· checks that the draft authority has been prepared in accordance with State Records' procedures
· submits the draft authority and supporting documentation to State Records

	2
	State Records' staff... 

· acknowledge receipt of the draft authority
· review the draft authority and supporting documentation
· request, if necessary, further information to clarify the scope of the authority or the decisions in it
· consult with external stakeholders where required
· provide comments to the public office on the draft authority

	3
	The public office records manager... 

· responds to the comments by either revising the draft authority or clarifying and justifying the decisions in it
Note: Stages 2 and 3 may repeat depending on the stage of development of the draft authority and the quality of the information.

	4
	The chief executive of the public office (or delegate)... 

· formally submits the final draft of the authority to the Director of State Records for approval using the standard covering letter

	5
	State Records' staff... 

· prepare the authority for submission to State Record's Board and Director
· submit the draft authority to the Board and Director for approval

	6
	State Records' Board... 

· reviews, and
· approves the authority, or
· requests further clarification or changes to the authority

	7
	The Director of State Records... 

· approves and issues the functional retention and disposal authority
· notifies the public office and forwards a copy of the approved disposal authority.
Note: Once a disposal authority has been approved and issued it may be implemented without further reference to State Records. See the guidelines on implementing a disposal authority and destruction of records for further guidance on implementation. 


Submitting the initial draft
Submit an initial draft of the functional retention and disposal authority, and supporting documentation, by email to disposal@records.nsw.gov.au.
The draft authority should be submitted in the required template and should follow:
· the best practice requirements, and 
· conventions for content, layout and wording.
Submitting the final draft
Formally submit the final agreed draft of the functional retention and disposal authority in either hardcopy or electronic form. This draft should be submitted under a standard covering letter to the Director of State Records.
Note: If submitting the final draft in hardcopy form, also send an electronic copy to disposal@records.nsw.gov.au.
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