USING A RETENTION AND DISPOSAL SCHEDULE

Queensland State Archives

Schedule
approved

Is it a new schedule or a revision of an
existing schedule or record classes?

Revision of
existing schedule
or record classes?

New schedule or
record class

Does it supersede any existing
schedules or record classes that
your agency uses?

Identify what record classes have
been added, superseded or
revoked and any changes to
retention periods

NO Stop using the superseded
schedule / record classes

Are you using any
other schedules?

Do you need to merge them
together? E.g. for system
upload requirements or to

make sentencing easier.

YES

Load the schedule into
your recordkeeping or Sentence /
business system Re-sentence records
(if necessary)

Merge schedules

Queensland
Government





