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ATTACHMENT 2 – Disposal Authorisation Example 
The following is an example of a disposal authorisation form. This may be modified depending on the organisation’s internal authorisation/approval processes. 
Information in [square brackets] is for instructional purposes and should be removed from organisation documents. 
	Disposal Authorisation
REVIEW
I have reviewed the records and disposal actions as listed below and recommend these records for disposal.
Name / Position: ________________________ Signature: _____________________  Date: __________________
[add other names as required]EXAMPLE ONLY

AUTHORISATION
I have reviewed the records and disposal actions as listed below and authorise these records for disposal. 
Name / Position [CEO or delegate]: _________________ Signature: _____________________ Date: __________________





	Record/File Number (if applicable)
	Title / Description
	Date Range
	Disposal Authority (including category number)
	Destruction Due Date
	Other information if required [e.g., record location]

	D/19/12345
	FLEET MANAGEMENT – Maintenance – 2017-2018 FY
	1 Jul 2017 – 31 Jun 2018
	GRDASG 62.4
	Dec 2025
	

	D/22/18745
	VISITS – School Tours – 2022 - Refused
	2022
	GRDASG 98.3
	Dec 2024
	

	N/A
	Check in forms – visitors - 2018
	2018 
	GRDASG 98.2
	Dec 2025
	Loose leaf files held with Customer Service
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