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Purpose
This form is to approve the disposition (Transfer to Archives or Destruction) of official government business records that have exceeded their scheduled retention period(s). Please read the instruction below.
This form is not necessary for the disposition of Transitory Records.
If you need help in navigating or understanding this form, please contact MOF Records Analyst at AOASBservices@ontario.ca.
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1. Program Area Information
Office Address or Shared Drive Location
2. Method of Disposition
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2. Method of Disposition *
3. Records Information
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3. Records Information
Transfer Number 
Records Series Number  
Records Description  
Date From (yyyy/mm/dd) 
Date To (yyyy/mm/dd) 
Retention Period CCY/CFY + years
Archival Content 
Date Eligible to Dispose (yyyy/mm/dd)
Total Boxes 
Total Mbytes 
Holds Yes or No 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4. Program Area Approval
5. MOF Records Management Approval
0,0,0
normal
runScript
xfa.form.form1.variables.oUtility.goBookMark(xfa.form.form1.page1.body.MOFApproval.sectionHeader.somExpression)
5. MOF Records Management Review
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6. Director Approval
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Instructions
Complete the form with the following information:
1.         Program Area Information
         a.         Contact Name is person organizing the Records Disposition.
2.         Method of Disposition
         a.         Select the tick box to indicate: Hardcopy or Electronic Transfer to Archives; Shred (Iron Mountain); Electronic Deletion; or Other.
3.         Records Information
         a.         Select the tick box to indicate whether your records are paper, electronic, or other.
         b.         List the records ready for disposition.
                  •         Add Transfer Number (if applicable).
                  •         Records Series Number of the files being disposed.
                  •         Records Description is a description of the records such as: invoices, licences, mailing lists; or the Records Series Title.
                  •         Date From is the beginning of the calendar (YYYY-01) or fiscal (YYYY-04) year of the oldest record.
                  •         Date To is the end of the calendar (YYYY-12) or fiscal (YYYY-03) year of the earliest record.
                  •         Retention Period CCY+ ‘x’ or CFY+ ‘x’ is the period of time the records must be kept, either as "Current Calendar Year" or "Current Fiscal Year".
                  •         Archival Content should be selected if the Record Series says "Transfer to Archives".
                  •         Date Eligible to Dispose is the date the records are eligible to be disposed. Add the Retention Period to the Date To. For CCY, it is always January 1, and for CFY it is always April 1. It is not the date the records will be destroyed or transferred.
                  •         Total Boxes or Total Mbytes is in either boxes for paper; or Mbytes for electronic. If preferred, use the Total Boxes column to note the number of electronic files.
                  •         Holds means the records are potentially relevant to any legal action, moratoria, or FIPPA requests. Check with Managers, FOI Office and CAC.imservices@ontario.ca
         c.         You may have the MOF Records Analyst preview the form for accuracy via AOASBservices@ontario.ca, prior to Supervisor or Manager approval.
4.         Program Area Approval
         a.         Supervisor or Manager approval is required before submitting to the MOF Records Analyst for review.
         b.         Send signed form to the AOASBservices@ontario.ca for MOF Records Analyst review.
5.         MOF Records Management Review
         a.         The reviewed Approval for Records Disposition Form will be returned and then the records may be disposed.
         b.         The returned copy is your Business Record of the Disposition Process, and must be retained on the Shared Drive. Please refer to your branch file plan.
6.         Director Approval
         a.         Director (or Delegate) approval is required prior to disposition.
         b.         For delegate approval, please attach delegation memo or e-mail.
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