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(SAMPLE) RECORDS RETENTION AND DISPOSITION SCHEDULE 

 
 

Department, Office, or Committee: 
 
 
Department Head: 
 
 
Date Prepared: 
 

Approvals 
 

Departmental/Committee Official 
  ______________________________ 
                   (Signature) 
Archivist 
  ______________________________ 
                   (Signature) 

Item 
No. 

 
Description of Records 

Retain 
In Office 

Transfer 
to Archives 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
 
 
 
 

 
INSTRUCTIONS 

 Prepare in triplicate. Department please sign original, return to Archives 
    Retain second copy for your files 
    Third copy in Archives suspense file 
 

Archives of the National Spiritual Assembly of [Country]   


