
Box it or bin it?  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Does it need to be retained for a 
fixed period of time but not 

accessed regularly?  
See relevant section of RRS if unsure 

 

 

Is this the 
master copy? 

 

Do you need  
frequent access 

to it? 
 

 

Input or scan onto 
shared drive, 

naming 
appropriately 

 

 (if electronic copy 
does not already exist) 

 

 

Send to central 
archive  

 

Dispose of using 
secure methods 

such as shredding 

 

Box it up for moving to 
Arundel House, stating 

personal, team or 
basement storage 

 

YES 

 

NO 

 

 

Do you need a paper 
copy of it? 

 

 

Is there already a 
shared reference 
copy within DID? 

 

YES 

 

NO 

 

 

NO 

 

 

NO 

 

 

YES 

 

YES 

 

YES 

 

NO 

 

 

Is it a paper 
copy? 

 

NO 

 

 

YES 

 Ensure it is clearly 
labelled as the master 
copy, with a deletion 

date 
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