Appraisal log – [insert name of schedule] retention and disposal schedule


APPRAISAL LOG 
[Title of schedule] retention and disposal schedule

[Name of agency/sector/function]
Date:      
NOTE: See the Sample appraisal log on following the format of the appraisal log.

	Title
	Scope Note

	[FUNCTION TITLE]
	[Insert function scope note]


	Activity

	[Insert activity scope note]


	Disposal Authorisation
	Record class and retention period
	Justifying the retention period

	[Insert record class reference number]
	[Insert record class title]
[Insert record class scope note]
Disposal action – 
[Insert retention period and trigger]
	Date authorised: [Insert date record class authorised when known]
Why are these records created:
[Insert why these records are created and how they are used]
Why the records are retained for this retention period:

[Insert justification for why the records need to be kept for the proposed retention period] 
Applicable legislation/standards:
[List legislation/standards that govern these records]
QSA permanent appraisal characteristics: 
[Only keep for permanent value records.  Keep numbers only relevant to record class]
These records provide evidence of the following characteristics from the Queensland State Archives Appraisal Statement and should be retained as archival records for future research:

· 1 – authority, foundation & structure of government
· 2 – primary functions & programs of government

· 3 – enduring rights & entitlements

· 4 – significant impact on individuals

· 5 – substantial contribution to community memory

· 6 – environmental management & change
Comparison with other schedules' retention period: 
[Insert schedules that have relevant corresponding record classes]
Other comments/factors for consideration:

[Insert other comments/factors for consideration]
Previous schedule references:
[Insert record classes that are going to be superseded by this record class]

	[Insert record class reference number]
	[Insert record class title]
[Insert record class scope note]
Disposal action – 

[Insert retention period and trigger]
	Date authorised: [Insert date record class authorised when known]
Why are these records created:

[Insert why these records are created and how they are used]
Why the records are retained for this retention period:

[Insert justification for why the records need to be kept for the proposed retention period] 
Applicable legislation/standards:

[List legislation/standards that govern these records]
QSA permanent appraisal characteristics: 

[Only keep for permanent value records.  Keep numbers only relevant to record class]
These records provide evidence of the following characteristics from the Queensland State Archives Appraisal Statement and should be retained as archival records for future research:

· 1 – authority, foundation & structure of government

· 2 – primary functions & programs of government

· 3 – enduring rights & entitlements

· 4 – significant impact on individuals

· 5 – substantial contribution to community memory

· 6 – environmental management & change
Comparison with other schedules' retention period: 

[Insert schedules that have relevant corresponding record classes]
Other comments/factors for consideration:

[Insert other comments/factors for consideration]
Previous schedule references:

[Insert record classes that are going to be superseded by this record class]


	Activity

	[Insert activity scope note]


	Disposal Authorisation
	Record class and retention period
	Justifying the retention period

	[Insert record class reference number]
	[Insert record class title]
[Insert record class scope note]
Disposal action – 

[Insert retention period and trigger]
	Date authorised: [Insert date record class authorised when known]
Why are these records created:

[Insert why these records are created and how they are used]
Why the records are retained for this retention period:

[Insert justification for why the records need to be kept for the proposed retention period] 
Applicable legislation/standards:

[List legislation/standards that govern these records]
QSA permanent appraisal characteristics: 

[Only keep for permanent value records.  Keep numbers only relevant to record class]
These records provide evidence of the following characteristics from the Queensland State Archives Appraisal Statement and should be retained as archival records for future research:

· 1 – authority, foundation & structure of government

· 2 – primary functions & programs of government

· 3 – enduring rights & entitlements

· 4 – significant impact on individuals

· 5 – substantial contribution to community memory

· 6 – environmental management & change
Comparison with other schedules' retention period: 

[Insert schedules that have relevant corresponding record classes]
Other comments/factors for consideration:

[Insert other comments/factors for consideration]
Previous schedule references:

[Insert record classes that are going to be superseded by this record class]

	[Insert record class reference number]
	[Insert record class title]
[Insert record class scope note]
Disposal action – 

[Insert retention period and trigger]
	Date authorised: [Insert date record class authorised when known]
Why are these records created:

[Insert why these records are created and how they are used]
Why the records are retained for this retention period:

[Insert justification for why the records need to be kept for the proposed retention period] 
Applicable legislation/standards:

[List legislation/standards that govern these records]
QSA permanent appraisal characteristics: 

[Only keep for permanent value records.  Keep numbers only relevant to record class]
These records provide evidence of the following characteristics from the Queensland State Archives Appraisal Statement and should be retained as archival records for future research:

· 1 – authority, foundation & structure of government

· 2 – primary functions & programs of government

· 3 – enduring rights & entitlements

· 4 – significant impact on individuals

· 5 – substantial contribution to community memory

· 6 – environmental management & change
Comparison with other schedules' retention period: 

[Insert schedules that have relevant corresponding record classes]
Other comments/factors for consideration:

[Insert other comments/factors for consideration]
Previous schedule references:

[Insert record classes that are going to be superseded by this record class]
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