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File Retention Periods

.? While Fr to .Re-cot'd higlhli htN the in1portanc , of retaining 
different 

types of documents, including those that may be required for legal 

p oses, there are no time'sca.le to iodic.ate how long cszeb paper 

should be kept, 

5.8 . The comprehensive guidance the Department recently 
issued to thc, 

7q S -ISC 1999/053 For the Record), provides clear guidelines on the 

Lime peti ds for retaining different types of doounaent, and 
we believe 

the Department houid adopt a similar approach to its c wn record -

athor'isation 

5.9 In this case, 14 volumes of one file w r seat marked for destnction to 

DRO in. July 1993..  We believe, although no documentary evidence 

remains, that they were authorised appropriately i.e. at the 
level (F 

then, IP2 now) the Department considers to be approprlate The 
fact 

That a wrong decision was made suggests that the authorisation level 

may not be set appropriately, 

5,10 Such a fandame.atsi change would require a clews direction from senior 

management, 

 in 

order 

for 

it to 

take hold 

at 

section 

level. 

Staff Competencies 

5.11 Currently 'Maintaining official records' is given the lowest possible 

profile In The core competence fr anewcnk., and isseen as a competence 

mainly relevant to lower grades of staff, There should be a core 
cozm-mpete.tce to reflect a manager' a responsibility for ensuring their 

team maintains adequate re urds. This would underpin the previous 

recommendation to revise the authorisx tiott level at ''which review is 

conducted. 

Departmt
f H t 

April 2000 

WITN542634O_OOO9 



23/x.1/2005 15 4 
V 4. 

SOL LITTIGATION PAGE 03/03 

. ;patios C Liti atiom 

RESTRICTED— MANAGEMENT 4 R + 

I AL PORT 

Management oC Electronic Doe aients Strategy (MEDS) 

5.12 We recognise that the implementation of MEDS, as part of the 
Moderiising Government agenda, should provide a safer and more 

consistent approach' to regard-  keeping in general. As part of this
investigation 'we have discussed with the MEDS  team the issues this 
case has highlighted, and they are considering how best to tackle them. 

5.1 :For example, the MEDS team plans to introduce automatic checks to 
ensure that file volumes have consistent markings, so that if one 
volume rn a fileseries for example,, is marked for destruction, and 
vthei-s` are marked only 'Lbr . review, there would be an automatic ,flag 

and the volume marked for destruction would be passed back to the 
section to be reassessed. 

6. C NOW. T 

5,14 Internal Audit would like to thank HS D, S L.LB, DRO, the Staff 

Development Unit, and the MEDS team for their co--operation, and 
helping 'us to complete this investigation swiftly, 

READ OF INTERNAL : -Irt .Ut Bill

AUDITOR  La. rence George 

` artm 

t 9 April2000 
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