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Instructions
This form is used to approve the in-office destruction of both printed and digital business records.
Requester completes section 1 and 2, and clicks "Send to program manager". The program manager completes section 3, and either clicks "Authorized - Send to IM Office” or "Not Authorized - Return to requester" if revisions are required. The IM office will then either approve the destruction request and return the form to requester for destruction or decline it and return the form to the requester for additional amendments. After destruction, the requester completes section 5 and clicks, "Submit to IM Office".
Fields marked with an asterisk (*) are mandatory.
Section 1. Information about the records
Section 1. Information about the records
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Please select one*
Method of disposal*
Are the records are under a legal hold or other type of moratorium?*
Section 2. Information about the Program area
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Section 2. Information about the program area
Address where records are currently located
Form completed by
Manager details
Section 3. Program manager’s authorization
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Section 3. Program manager’s authorization
Please select one*
Section 4. Information Management office use only
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Section 4. Information Management Office use only
Please select one*
Section 5. Confirmation of records destruction
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Section 5. Confirmation of records destruction
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