Swaffham Town Council
Records Retention & Archiving - 2019
	Task
	Completed
	Next Steps


	
Archive Room

Clear outdated and obsolete paperwork / information that has accumulated over the last 15+years.

	· 40+ boxes, bags and files cleared from Archive Room. 

· All info was reviewed, metal clips etc removed before filling 17 Veolia specific shredding bags. 

· 1st October 2019 - Veolia collected all bags for destruction - £66

	

	
Record Retention Schedule 

Agree schedule and destruction terms 

	
	· HR & Governance Committee  to approve DRAFT Schedule.



	
Archive Registration

Create an Archive Registration log and process to maintain storage.

	
	
· All remaining boxes in the Archive room to be logged on the Archive Room Spreadsheet – with destruction dates etc.

· Process to be actioned to review annually & destroy alongside the Records Retention Policy.




