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Appendix B: Sentencing checklist

[Extract from the guidelines Implementing a Disposal Authority]
Planning
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	You have copies of relevant general retention and disposal authorities (GDAs)
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	You have an up-to-date functional retention and disposal authority (FRDA) that fully covers your unique records
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	You have access to relevant control records
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	You have determined realistic goals and priorities
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	You have adequate staff resources with appropriate experience/knowledge of the public office's functions and records
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	You have appropriate facilities for the type and quantity of the records being sentenced 


Implementation
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	Determine which disposal authority to apply (GDA or FR DA)
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	Determine the appropriate functions and activities that the record documents
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	Identify the disposal class
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	Identify the trigger event, and subsequently the date when the record can be disposed of

	[image: image11.wmf]


	If the trigger event has already occurred confirm, obtain approval and implement the disposal action
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	If the trigger event has not occurred set a future review date
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	Record disposal action
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	Manage result of disposal action: destruction, transfer, still in use determinations 
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