RECORDS DESTRUCTION STEPS
1. 
Identify the boxes of records you will be destroying.
2. 
If the information is not already boxed, make sure you place similar items in the box (i.e. same type of document or same retention period).

3. 
Contact your Department Records Liaison for box labels if labels are needed.

4. 
Label the boxes if not already labeled.

5. 
Contact the Records Management office for a CD Number.
6. 
If the box number is already entered into the web application then you will need to search the box numbers and enter the four digit CD number (numbers only no letters) into the CD Number field.
7.
If the box is not entered in the web, then it will need to be entered before it can be approved to be destroyed.
8. 
You can obtain the Request for Authority to Dispose of Records form and the instructions for completing the form by choosing RM Forms on the Web Application Login Page or through the ARA Home Page in the CityPointe intranet under Records Management. 

9.
Complete the destruction paperwork (Request for Authority to Dispose of Records) and email with a current copy of your Records Control Schedule to the Records Management office with instructions for disposal (HCDE or in-house), location of boxes and contact names and phone numbers.

10.
Once reviewed by the RM Group and any necessary corrections have been completed, you will receive an email with instructions to print the attachments and forward to your Director through your Department Records Liaison for approval.  If you are HPD then your Captain must submit a memo to Sheila Duncan requesting approval. 
11.
Once the Director approves, the Department Records Liaison will forward the complete package to the Records Management Office.

12.
The Records Management Office will route the paperwork through the system and, once approved, will send a copy of the approved paperwork to the Department Records Liaison.

13.
If the records are to be destroyed by Harris County, the Records Management Office will notify Harris County that they can carry out the destruction.  If the destruction is being handled in-house then the Department Records Liaison will be given written authorization to dispose of the records.
