Appendix III
FLOW CHART FOR DISPOSAL OF FILE


Record in the Disposal of File Record List





If the approval is to continue keeping the closed file, update the list and determine the extension period





Prepare list of closed files and records that have been kept according to the retention time and submit to Unit Head for action as per Report for Disposal of Files.





Check the list and forward to Section Head for comments 





Decide on the approval





Forward the comments to CEQ for approval





Continue to keep the closed files and determine the extension period for the closed file record to he stored. (Continue to step d)





Dispose the files that have been kept according to the retention time or extension time





Decision?





Provide comments as per Section B of the form and make decision either to;








 closed files 





AA(C/O)





AA(C/O)





CEQ





Section Heads





Section Heads





Section Heads





Keep





Dispose





If approved - dispose the file, liaise with Pustaka Negeri Sarawak on the appropriate disposal method 





Decision?





Keep





Dispose





START





Section Heads





Unit Head





AA(C/O)





Responsibility





END





     AA(C/O)

















