
Records status:Retained
Storage : out-of-office e.g. basement,

file store, or off-site 
Access: agreed service level with 

Facilities or 3rd party service 
providers

Owner : team/department

Destroy

Destroy

Retention
Schedule

Retention
Schedule

Records status:Live
Storage : office furniture e.g. filing 

cabinets
Access: day-to-day / immediate 
Owner : team/department�

The Office

The Records Centre
Records status:Permanent
Storage : managed archive store
Access: day-to-day / on request 
Owner : archive manager

The Archives
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