Records & Information

Relocating Hardcopy Work Unit Records
Workflow

MELBOURNE

Use this workflow to determine how to relocate hardcopy records when your work unit moves to a new location.

If you plan to carry out disposal activities, please contact Records & Information for advice (preferably as soon as you know
that your unit will be relocating) records-info@unimelb.edu.au.

START HERE

Identify hardcopy records in current work unit

Assess storage space at new location

Destroy time-expired temporary records. Transfer

Is there enough records storage space in new permanent records no longer needed for
location? business use to Records & Information. See

Retention and disposal web page for guidance

Pack the records securely with boxes clearly
labelled. Make a note of the number of
boxes and list records to be located. See Box

List Template

Contact Records & Information for disposal advice,
as required

Once boxes and records have arrived at new
location, check these against your notes. Follow
up immediately for any missing boxes

You have completed your hardcopy records
relocation
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https://records.unimelb.edu.au/resources/forms/?a=2027204
https://records.unimelb.edu.au/guides/disposal_advice

