University of Waterloo Records Destruction Form

Use this form for the destruction of official records (i.e., records for which your unit is identified in WatClass as a “Responsible Unit”) and copies of
records containing personal information. Print and retain a signed paper copy for your records.

Department/Unit

Secretariat

Approved By (Name)

Emily Schroeder

Emily Schroeder

Contact Name

Approved by (Position Title)

Assistant University Secretary (Administration)

Telephone/E-mail Date
32749 1 Sep 2017
Signature

HR82

Vacation records (electronic)

Records Records Class Title/Brief Description Start Date | End Date Destruction Method

Class #

FN15 P-card receipts, Visa monthly statements May 2009 |Apr 2010 | confidential shredding, Central Stores

HR82 Vacation records (paper) Jul 2013 June 2014 | confidential shredding, Central Stores
Jul2013  |June 2014 | peletion/purging, electronic records






