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Records ManagementRecords ManagementRecords ManagementRecords Management

Sort

Old Computers/
Software

Old Filing Cabinets
(must have completed UCN-10732 tag)

Old Paper/Film/
Computer Discs

Old Software Old
Computers

Storage Disks &
Tapes

Destroy/Dispose CDs
and Floppy Disks
Recycle Manuals

Dispose “Used/Poor”
Condition or

Sanitize &
Salvage/Recycle or
Donate to Schools

Call Juli Stewart
for help  576-5061

Record?

YES

Disposition

Sensitive 
Info?

NO

Fill Out
Form

YES

Declare Excess
Property

NO

Record?

Shred &
Recycle

NO

Confidential /
Personnel 

Info?

Frequently 
Used?

YES

Store In
Office

Send to ORNL
Records

Center Call
Juli Stewart

for help
576-5061

YES

NO

Record - Official copy, often
information created or
received in the course of
business, which must be
preserved as evidence or
proof that a decision was
made or action taken and
justification for the action.

Non-Record - reference
material, extra copies,
working papers, drafts,

obsolete manuals.

Sort

YES

Recycle

NO

The first thing to do
with any type of

record/media and
associated storage

unit.


