
Records Destruction Workflow
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· Uploads spreadsheet
· Completes SP Form 
· Assigns Lead Records 

Management 
Coordinator

Is there a 
secondary Records 

Management 
Coordinator?

· Approves or rejects 
records up for 
destruction. 

· Reviews records up 
for destruction

· Approves or rejects 
records up for 
destruction

· Approves or rejects 
records up for 
destruction. 

· Assigns OGC 
Approver (Lawyer)

· Approves or rejects 
records up for 
destruction. 

Does it need OGC 
approval?

· Assigns Business Line 
Manager

· Destroys records

· Uploads to FileNet
· Assigns OGC 

Reviewer (Paralegal)
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