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PUBLIC RECORDS CAN ONLY BE DESTROYED IF THEY ARE MANAGED BY A CABINET-APPROVED DISPOSAL SCHEDULE.  

THIS FORM MUST BE SUBMITTED TO CINA AT LEAST 1 WEEK PRIOR TO DESTRUCTION DATE. THE AGENCY SHOULD COMPLETE ALL FIELDS IN 
PARTS 1 AND 3. SEE PART 4 FOR THE AUTHORISED DESTRUCTION PROTOCOLS. 
 

PART 1 ARRANGEMENTS FOR DESTRUCTION 

Agency:  (Name) 

HoD/Senior Officer  (Name/position) 

Date of Destruction:  

Place of Destruction:  

Method of Destruction:  

Total Number of Boxes:  

I hereby certify that the records listed in Part 3 are being destroyed as per the retention period stated in a Cabinet-approved disposal schedule, 
and no record is knowingly being destroyed which pertains to any current or outstanding litigation, investigation, audit, or FOI/DPA request. 

HoD/Senior Officer (signature & date): ______________________________________________ 

PART 2 WITNESSES PRESENT AT DESTRUCTION 

Witnesses Name Signature Position Date 
(DD-MON-YYY) 

Agency Witness #1:     

Agency Witness #2:     

CINA Witness #1:     

CINA Witness #2:     
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PART 3 LISTING  

Internal Filing 
Code (if 

applicable) 
Records Series Title File Date(s) 

Disposal Schedule 
File Reference Code 

Applied 

Media 
Type 

Destruction 
Method 

Box 
Number 

Box 
Verified 
( or ) 

e.g.  HR/REM/01 Remuneration 2001-2008 HR/STA/01 Paper Incineration 1  

e.g. OF/BUD/1 Accounts Receivable 1980-1990 FM/ACC/02 Paper Shredding 2  

e.g. OF/BUD/2 Accounts Payable 1989-1999 FM/ACC/01 Paper Shredding 3  

e.g.  OF/MED/1 Media Coverage 1990-1998 COM/PRL/04 Paper Shredding 5  

e.g. RM/DEL/1 Copies of Delivery Lists 2000-2002 ITM/DSL/02 Paper Shredding 6  

e.g. ARC/REF/03 Reference Inquiries 1998-2016 ARC/REF/03 Paper Incineration 20  
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PART 4  AUTHORISED DESTRUCTION PROTOCOLS 

1. Are the records to be destroyed managed by a Cabinet-approved disposal schedule? 
a. If YES, go to point 2. 
b. If NO, contact CINA about disposal schedules. 

2. Ensure that the identified records are not being or will not be used for any of the following: 
a. Business continuity purposes 
b. Investigations and/or audits 
c. Freedom of information or data protection subject requests 
d. Judicial review and/or court cases 
e. Archival records destined for the National Archive’s Historical Collections. 

i. If YES, contact CINA for assistance. 
ii. If NO, complete the form. 

3. All records to be destroyed should be placed in boxes, with each box numbered and sequentially listed in Part 3. 

4. Once the form is completed: 

Step 1 Submit to CINA via email, ensuring Parts 1 and 3 are completed. Each agency is responsible for verifying that the records are being 
destroyed in accordance with a Cabinet-approved disposal schedule. 

Step 2 Liaise with CINA to confirm availability for destruction and arrange date of destruction. If the records are to be incinerated, it is the 
agency’s responsibility to make arrangements at the Department of Environment’s Landfill. If multiple boxes are to be shredded, agency 
must likewise contact the external service provider. 

Step 3 Destroy records according to the authorised methods listed in the CINA Standard for the Creation and Management of Records. 

 Note: the "Box Verified" column is for use by the CINA witnesses. 

Step 4 CINA and the agency witness the destruction and sign Part 2 of the Form. 

Step 5 CINA will provide a scanned copy of the form to the agency.  

Note: as per series ITM/DSL/06 Certificates of destruction in the Disposal Authorisation for Information and Technology Management 
Records: Administrative Schedule No. 4, all Proof of Destruction Forms must be permanently held by the agency. 
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