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Presenter
Presentation Notes
Thanks for being here. 
Poll – Are you familiar with records management procedures for dispositioning records?
y/n
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RDA = Records Disposition
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RMO = Records Management
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Presenter
Presentation Notes
Electric  Car – cause Dal is Eco Friendly ;)

Overview
We will go over :
Signing Authorities 
Completing a records inventory
Completing a RDA
The review process
What happens when a record is not authorized for disposition 
And getting the records to that final destination



https://libraries.dal.ca/find/university-archives/records-management/rm-resources.html
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Start - Signing

This identifies those individuals

Authority Form

authorized to review and authonze faculty or

departrnen‘tal administrative records. Signing authorities must identify records eligible

far disposition that may:

» Besubjecttoa

n audit that is ynderway of pending

~ Be subject {0 legal discovery in a legal matter that is underway or

anticipated

+ Besubjecttoa pending of ongoing investigation or review
» Pertain to an open application for access to records made under the

FOIPOP Act

» Document financial obligations that have not yet been completed
pocument contractual obligations that have not expired or beean

fulfilled

# Have Gperati—anal requirements for retention that have changed since
records schedule approval
This signing authority can be the faculty or department head or an appropriate senior
leader designated by the faculty or department head.

A signing authaority form will identify:

+ The official name of the faculty of department
= The name and title of authorized individual(s)

» Date authorized

All signing authorities will be valid for three years of when there is a change in

signatories.

Signing Authority Forms should be submitted to the pecords Management program by

amail of campus mail.

email:
dalm@dal.ca

Address:

Dalhousie Libraries

6225 University Ave.

killam Memorial Library 5th Fi
Dalhousie University

PO Box 15000
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Presenter
Presentation Notes
This needs to be completed before the RDA is submitted to the RMO.
 
Working on the inventory can be done before this is submitted tot eh RMO 

https://cdn.dal.ca/content/dam/dalhousie/pdf/library/RecordsManagement/RM%20Website%20_4e_Signing%20Authority%20Form_Final.pdf
https://cdn.dal.ca/content/dam/dalhousie/pdf/library/RecordsManagement/RM%20Website%20_4e_Signing%20Authority%20Form_Final.pdf
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Presenter
Presentation Notes
Electric  Car – cause Dal is Eco Friendly ;)

Overview
We will go over :
Signing Authorities 
Completing a records inventory
Completing a RDA
The review process
What happens when a record is not authorized for disposition 
And getting the records to that final destination



https://libraries.dal.ca/find/university-archives/records-management/rm-resources.html

Cor'ds InvenTOr'y
|-2 %hysical Records

Records Inventory jist

For Boxed Records
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Presentation Notes
For Electronic it depends on where the record or content is stored 
NAS -  Screenshot is fine
Different mediums- 
IF in both paper and electronic – determine if there are duplicates – if yes the duplicates can just be securely shredded.
‘Official media’ – listed in DalCLASS – this may help.

Isolating the official record is key it will determine which Rda is completed and informs the RMO of how best to help you proceed.
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Presentation Notes

You have the SA passed in 
You are working on the inventory listing…… 

https://libraries.dal.ca/find/university-archives/records-management/rm-resources.html
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Presentation Notes

You may need help the RMO is here to assist you along this journey 
Inventory or the RDA – 
Determined DalCLASS coding
What is transitory, duplicates, 
If you are the Primary or Secondary office, and next steps.


https://libraries.dal.ca/find/university-archives/records-management/rm-resources.html

DALHOUSI E
UN IVERSITY
Records Management Program

Records Disposition Authorization Forrm - Physical Records
Purpose
This form authorizes records for disposition identified under palCLASS in accordance with the Records
Management P olicy.
Instructions: 1dentify disposition TYPe below. Complete separate forms for records identified for destruction or
transfer to the archives. Forward completed forms T palRM @dal.ca for final authorization. After the unit receives
final authorization, from the Records Management Office, it is the unit's responsibility t@ complet# disposidon.
Refer to records management procedures for more detail- The Records Management Cffice will permanemly
retain final disposiden authorizations. Transitary records do not require disposition authorization

Department J/ Unit: \ Sig,u‘mgAuthority
i Name:
Records Contact
! Sjgnature:

Position/Title:
Contact [Emaﬂm‘Name}: Date Approved:

Number of Boxes:

Box numbers

Transfer to Arvchives

mmary of content

University Archivist's Approval
This authorizes that the records Jescribed and listed canbe transferred o the Archives or sent for secure

destruction as identified above.

Name: Michael Moosberger. University Archivist Signature: -

Date:

Confirmation of Secure Destruction oF Certificate of Destruction {attached) Date:
Completed by: Witness:
Name: Name:

Signature: Signature:

RMO completion only: RDA number YY-#H#E page 1ofl

——————

Record Disposition
Authorization -

Form
or Physical Records
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Presentation Notes
This is a PDF form
A high level summary of what is in the boxes with the date range is fine
If more that 4-5 DalCLASS numbers put VAR in that field.
List ALL Box numbers. The number of boxes must match the number of boxes listed. 



https://cdn.dal.ca/content/dam/dalhousie/pdf/library/RecordsManagement/RM%20Website_4ai_Records%20Disposition%20Authorization%20-%20Physical%20Records%20Form_%20BLANK_Final_Rv2022-01-07.pdf

‘?’ DAI HOUSIE
UNW}_‘-RS[TY
Records Management Program

Records Disposition Authorization From
Electronic Records

Purpose
This form anthorizes yecords for disposition identified under palCLASE in accordance with the Records
Management policy.

o forms for records identified for destruction ot

instructions 1dentify disp gsition tHRe below. Complete separat

ransfertothe archives. Forward completed forms o njmm@ﬂalﬁfot final authorization. After the unit receives

final anthorization: from the Records Management Office, itis the unit's responsibiliyy 1@ complet2 disposition.
2 oeadures for more detail. The Records Management Office will peﬂnanenﬂy

sitory records do not require disposition guthorization.

Refer to rec
petain finsl disposition authorizations. Tran

Signing An thority

Degartment { Unit

Mame:

Records Contact

Name: Position/ Title:

Position/Title:

Contact (email or phone): Date Approved:

Descripfion of Records

Originating Storage

Repository:
Selectone ﬂ—-—\

cummary of records

Universitv Archivist’s APD roval
o Serure destruction 23 identified above.

This gutheorizes that the records described and Jisted con be transferred to the Archives or sent f
Signature: ol

Name: Michael Mooshergel University Archivist
Date: . ————
truction {attached) Date:

Confirmation of Secure Destruction or certificate of Des

Completed by: Witnessed by:
Name: Mame:
Signature: S ignature:
Form created: 2022-01-07 rev: nfa

RMO Completion only: RDA number
page 1ofl

——————

Record Disposition
Authorization -
Form
For Electronic
Records



Presenter
Presentation Notes
Here the where they are located is key. With the records disposition tool for electronic records for the NAS has different next steps then a OneDrive, SharePoint site, or even a external hard drive or USB stick.
The inventory can be a screen shot of the contents

https://cdn.dal.ca/content/dam/dalhousie/pdf/library/RecordsManagement/RM%20Website_4aii_Records%20Disposition%20Authorization%20-%20Electronic%20Records%20Form_BLANK.pdf
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The RDA and inventory list are in for review with the Signing Authority for signature. BUT wait!! There is a legal case going and some records need to be retained. What do we do?

Complete a Records Hold form and remove them form the list.

https://libraries.dal.ca/find/university-archives/records-management/rm-resources.html

pate Hold Applied:
By (Mame):
Review Date:

—)_\_//
//

% DALHOUSIE
UNIVERSITY

Records Hold Form

Office of P.espgnsibil'g

Reason for hald code chart

Mame:
, Wud’lt —_ underway or pending
Tite: Legal discovery — Legal matter underway
or antigpated
Date . ———— Open application
- Obligations not yet complete
Unit: Pt e

Contractual — Obligations not yet
expired,/fulfilled

Operalicrnal Requirement change —
insufficient time frame jisted in approved
schedule

i Operational Requirement change —

phone Number: -

Scope: This form identifies records that are
eligible for disposition but aré not
authorized due to one OF more reasons
Jisted in the adjacent chart.

disposition fo be reviewed

Record Hold Form

Record Record Title

Number

Unit Commitment

Unit LOMPETRES====

*The above-listed file/box(s) will not be intentionally or willfully destroyed or ransferred
out of the unit during the stated period without written authorization from the head of
the responsible unit.
*Jt/they will be kept in a secure location and available for retrieval when required.
*The unit's Hold Procedures will be applied to the recordis).

e -
1, the undersigned, understand that on the review date written above, the filefbox(s) listed will
be revaluated for authorized disposition. 1f the file/box(s) still requires holding for one of the
reasons listed above, the hold will b2 reinstated with an updated review date.

Signature:/ Date:

Created: piarch 2018 Revised: 1 April 2018
page 10of1

————————
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Presentation Notes
See the Reason for the Hold. If it does not fit in to one of these categories contact the RMO for more details.

Send copy of the Hold form to RMO and retain in house for annual follow-up the RMO will follow up annually to see where if the status has changed.

The reocrds will be removed form the Inventory list and set aside for annual review.  A new form will be completed and attached to the previous one to ensure consistency of review and time line. 


https://cdn.dal.ca/content/dam/dalhousie/pdf/library/RecordsManagement/RM%20Website_4d_Record%20Hold%20Form_BLANK_Final.pdf
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Presentation Notes


Completed a Records Hold form and remove them form the list. Send copy of the Hold form to RMO and retain in house for annual follow-up

https://libraries.dal.ca/find/university-archives/records-management/rm-resources.html

RDA is signeq and

ready for
final reviey, I
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So the Rda is ready for the Sa’s signature  - All is good and it can reviewed for historical value. 

Send the RDA with Inventory to the RMO for Historical review.


SA = Signing Authority
RDA = Records Disposition
Authorization
RMO = Records Management
Office
= Planned route
= Unexpected route
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So the 

https://libraries.dal.ca/find/university-archives/records-management/rm-resources.html

Final Destination - Approval

University Archivist reviews inventory for historical value
to approve final destination.

+ Destruction -

Physical - On site shredding can be organized by the Unit

Electronic - delete the records
Remember fo sign the bottom of the RDA and return to RMO

+ Transfer to the University Archives -
Boxes - Trucking can be requested to send boxes to the Archives.

Electronic Records - the logistics of Transferring to the Archives
will be worked out with the RMO
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Presentation Notes
Once signed off on by the University Archives  the paper is sent back to the unit and the:

Destruction – 
Physical - On site shredding can be organized by the Unit 
Electronic  - delete the records
		Remember to sign the bottom of the RDA and return to RMO

Transfer to the University Archives – 
Boxes - Trucking can be requested to send boxes to the Archives.
Electronic Records - the logistics of Transferring to the Archives will be worked out with the RMO 

*If there are records that are noted as Destruction but the Archives want to review them the records will be transferred to the Archives for further review. The unit will be informed of the outcome. 


@ DAI HOUSIE
UNIVERS ITY
cords Management Program

Re
Records Disposition Authorization From

Electronic Records

in accordance with the Records

identified under palCLASS

Purpose
This form authorizes yecords for disposition
Management policy.
+ify disposition WPe below. Complete separate forms for records identified for destruction ot
for final authorization. After the unit receives
lete disposition.

Instructions: 1dentify
nsihility to comp

rard completsd forms to
ment Office will pmnanently

it is the unit's TESPO

ransfertothe archiwes. FOTw
final anthorization, from the Records Management Office
Refer to pecol 2 oeadures for more detail. The Records Manage
petain finsl disposition authorizations. Transitory records do not regquire disposition guthorization.
Department / Unit Signing Anthority
Name:

Records Contact
Position/Title:

Name:

Position/Title:

Contact {email oT phone):

Descri

DalCLASS Codes:
Originating Stora
Select one

Summary of records

pository:

ge Re

—-—\

Destruction

for secure destruction 85 identified above.
.

University Archivist’s APD roval
cribed and listed can be tronsferred 12 the Archives or 2L
Signature: =

forizes that the records des

This gut
Name: Michael Moosherger. University Archivist
Datet
truction {attached) Date:

r Certificate of Des

Confirmation of Secure Destruction o
Completed by: Witnessed by:
Mame:
S ignature:

MName:
Signature:
For!

RMO C ompletion only: RDA number

m created: 2022-01-07 rev: nfa

page 1ofl

Record Disposition
Authorization -
Final Destination
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The Form will reviewed and if the records are for destruction but the University Archives want to review them the RMO and the Unit will work out the logistics of transferring the identified  records to the Archives for further review.



Contact

University Records
Manager -

Courtney Bayne
Courtney.bayne@dal.ca

RMO - DalRM@dal.ca .



mailto:Courtney.bayne@dal.ca
mailto:DalRM@dal.ca
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1 hour after session survey on how we did. 

Thanks Everyone.
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