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Presentation Notes
Thanks for being here. 
Poll – Are you familiar with records management procedures for dispositioning records?
y/n
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Killam Memorial Library

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


Start - Signing Authority Form

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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Records Inventory 
- Physical Records

Presenter
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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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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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


Record Disposition 
Authorization –

Form 
For Physical Records

Presenter
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


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


Record Hold Form

Presenter
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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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


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


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 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 

Final Destination - Approval 

Presenter
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. 



Record Disposition 
Authorization –

Final Destination

Presenter
Presentation Notes
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


Presenter
Presentation Notes
1 hour after session survey on how we did. 

Thanks Everyone.




	Final Destination
	Slide Title 1
	Slide title 8
	Start - Signing Authority Form
	Slide title 8
	Slide title 5
	Slide title 8
	Slide title 8
	Record Disposition Authorization – �Form �For Physical Records��
	Record Disposition Authorization – �Form�For Electronic �Records
	Slide title 8
	Record Hold Form
	Slide title 8
	Slide title 6
	Slide title 8
	Final Destination - Approval 
	Record Disposition Authorization – �Final Destination
	Contact���University Records �Manager – �Courtney Bayne�Courtney.bayne@dal.ca���RMO – DalRM@dal.ca 
	Slide Number 19

