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Request No. DR-0001234

List of Records

Department ABC Department Branch -- Not Specify -- Division -- Not Specify -- Section General Section
Submission Date 29/05/2018 Our Ref. (33)in ABC GR 6-60/2 Records Type Administrative Records

In Subject Matter (subject / Disposal Retention | Classification | Total No. Covering Period | Covering Period | Action
Compliance | records group in GARDS) Remarks Period of Records of Files / (Date Opened) | (Date Closed) Completion
with Items in GARDS | Type Records Date
in GARDS
1 1-20 Routine  ASSOCIATIONS AND CLUBS - Retain for (a4 Unclassified 2 0.06 LM 01/07/2009 07/03/2011 03/07/2011
Routine 3years,
then D
2 2-25 Other (2) ACCOMMODATION - FITTING SoD (e Unclassified 1 0.04 LM 12/01/2011 31/10/2013 31/10/2013
OUT AND REPAIRS - Fitting out
plans
3 3-25 Other (4) CLOTHING - Documents D3 cyY Classified 12 08 M 25/11/2010 11/11/2013 1171172013
ApptoSch3  relating to a tender or months
(3a) consultants selection exercise after
not covered by the World Trade execution
Organization Agreement on of contract

Government Procurement
(WTO GPA) - - Documents
submitted by unsuccessful
tenderers

- No. of Files/Items

Physical 15 0.9 (LM)

Electronic 0O 0(MB)

| confirm that
(a) the retention and disposal requirements specified in GARDS or the relevant disposal schedule(s), and any governing legislation and relevant
government regulations/circulars have been complied with; and (msg id: DR-036)
(b) there is no outstanding action on any of the records listed above. (msg id: DR-037)

Supplementary remarks (if any)

Particulars of Agency

Endorsement Officer of Agency (An officer not below the rank of Senior Executive Officer or equivalent)

Department ABC Department Branch XYZ Branch Division Administration Division Section -- Not Specify --

The endorsement officer is acting up at the rank of Senior Executive Officer or above (or equivalent). The acting rank is stated in the
"Rank Remark" below.

Name John CHAN Post SEO(Adm) Rank SEO Telephone No. 2778 8899 E-mail Address John CHAN/ABC/HKSARG

Internal Endorsement Date 29/05/2018 Rank Remark

Contact Officer

Name Queenie YIU Post EO(G) Rank EOII Telephone No. 2778 9999 E-mail Address Queenie YIU/ABC/HKSARG

| confirm that
The disposal of records listed in this request has been considered and endorsed by an officer not below the rank of Senior Executive Officer or
equivalent according to paragraph 17 of General Circular No. 2/2009. (msg id: DR-057)
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Request No. DR-0001235

List of Records

Department ABC Department Branch -- Not Specify -- Division - Not Specify -- Section General Section

Submission Date 29/05/2018 Our Ref. (37)in ABC GR 6-60/2 Records Type Administrative Records

In Compliance Subject Matter Disposal Retention Classification Total No. Total 30 Yrs Old | Covering Period | Covering Period | Action
with Items in (subject / Remarks in | Period Type | of Records of Files / Quantity | Records (Date Opened) | (Date Closed) Completion
GARDS records group in | GARDS Records Date
GARDS)
1 5-35 Policy HEALTH AND Retainfor5  CY Unclassified 1 005 LM 01/04/2006 29/12/2008 29/12/2008
SAFETY - Palicy years, then P
2 4-60 Routine FEES AND Retain for 4 cY Unclassified 2 01 LM 11/01/1973 28/12/2009 28/12/2009
CHARGES - years, then D
Routine
- No. of Files/Items
Physical 3 0.15 (LM)
Electronic 0 0 (MB)

I confirm that
(a) the retention and disposal requirements specified in GARDS or the relevant disposal schedule(s), and any governing legislation and relevant
government regulations/circulars have been complied with; and (msg id: DR-036)
(b) there is no outstanding action on any of the records listed above. (msg id: DR-037)

Supplementary remarks (if any)

List(s) of Files for Appraisal by PRO of GRS

(1) HEALTH AND SAFETY - Policy (5-35 Policy)

m Record or File Title Covering Period (Date Opened) | Covering Period (Date Closed) | 30 Years' Old Records

KE176/3Pt3  Occupational Health - Policy 01/04/2006 29/12/2008

(2) FEES AND CHARGES - Routine (4-60 Routine)

m Record or File Title | Covering Period (Date Opened) | Covering Period (Date Closed) | 30 Years' Old Records

KT 65/3 1 Licences - Charges ~ 11/01/1973 15/01/1987

2 KT 65/3 1l Licences - Charges  16/01/1987 28/12/2009



Particulars of Agency -

Endorsement Officer of Agency (An officer not below the rank of Senior Executive Officer or equivalent)

Department ABC Department Branch XYZ Branch Division Administration Division Section -- Not Specify --

The endorsement officer is acting up at the rank of Senior Executive Officer or above (or equivalent). The acting rank is stated in the
"Rank Remark" below.

Name John CHAN Post SEO(Adm) Rank SEO Telephone No. 2778 8899 E-mail Address John CHAN/ABC/HKSARG

Internal Endorsement Date 29/05/2018 Rank Remark

Contact Officer

Name Queenie YIU Post EO(G) Rank EOIl Telephone No. 2778 9999 E-mail Address Queenie YIU/ABC/HKSARG

| confirm that
The disposal of records listed in this request has been considered and endorsed by an officer not below the rank of Senior Executive Officer or
equivalent according to paragraph 17 of General Circular No. 2/2009. (msg id: DR-057)
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23/04/2014 15:26:34
RF025

PUBLIC RECORDS OFFICE
Records Transfer List

Home Affairs Department
Headquarters
Division II

Development Section

Page: 1

Covering Years

18.12.1971 - 19.10.1972

25.10.1972 - 18.03.1975

16.05.1960 - 11.06.1971

15.03.1971 - 24.10.1984
24.02.1968 - 04.05.1987

25.05.1982 - 18.01.1985

24.04.1972 - 23.03.1976

Deposit: HKRS947-1 Series: HKRS947 (Series Title: FILES RELATING TO LANDS AND TOWN
PLANNING)

Reference No. Original Ref No. Title

HKRS947-1-1 S.H.A. 502/57 I TERMS & CONDITIONS OF
CROWN LEASES

HKRS947-1-2 H.A.D. 502/57 111 TERMS & CONDITIONS OF
CROWN LEASES

HKRS947-1-3 H.A.D. 502/60 CROWN LAND PERMITS.
(POLICY)

HKRS947-1-4 CNTA(L) 502/60 IT CROWN LAND BILL (POLICY)

HKRS947-1-5 H.A.D. 4/502/68 LAND ADMINISTRATION
POLICY

HKRS947-1-6 CNTA(L) 4/502/68 11 LAND ADMINISTRATION
POLICY

HKRS947-1-7 H.A.D. 502/72 LEASE ENFORCEMENT POLICY

HKRS947-1-8 CNTA(L) 502es/72 11 LEASE ENFORCEMENT POLICY

Total Number of Records: 8
** END OF REPORT **

BAREZRTEMEWEAKARAAET (2022-12)
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Records Inventory Form (RMO1) Request No. DS-0001431

Particulars of Records

Please input the following information (msg id: D5-020):

Department ABC (A123) Branch -- Mot Specify Division - Not Specify — Section General Section
Submission Date: 13/12/2018

Records Series Title (RST) : Subject files relating to XY Licence Date range : From 1998 To: +{Not Specified)

Related legislations : Licence Ordinance (Cap. 1234
Physical forms : Paper files
Measurement of records other than Ad size : Nil

Arrangement of records series: ABC GR/21 series "ABC"=Departmental Prefix "GR™=Unit Prefix “21"=Prima

ABC GR/211
Annual growth of records (%): 5 Frequency of use per month (%): 5
Quantity of active records: 1 LM Non-electronic 0 GB Electronic
Quantity of inactive records : 2 LM Non-slectronic 0 GB Electronic

Storage equipment: Filing cabinets and racks Location of records: 41/F and 42/F, PGO

Details of existing disposal authority (if applicable) : N/A Location of duplicated records (if any) : MN/A
Records are created and maintained for the following purposes: (msg id: D5-033):

ppropriate

Purposes Types of records

o [ e | o [ e |

Laga
Fiscal
Operationa

Cthers

Supplementary Remarks (if any)

Recommended Disposal Action

Records Series Title Subject Matter Criteria for Defining | Retention | Retention Period of Inactive Disposal Action
Inactive Records Records
Type
Agency Record:
el

Subject files relating to XY Licence See individual sub- Y MTH MTH — Please sslect —
roun

Disposal Class{es) Criteria for Retention | Retention Period of Inactive Disposal Action
Defining Inactive Period Records
Records Type
Agency Records
Centre
A Agency Public consultation Correspondence on public After action Ly 5 YRS 2 YRS D
Proposed: consultation completed
B Agency Policy files Policy files and related After policy oY 25 YRS o MT PP
Proposzed: correspondence zsuperseded
C  Agency Routine files Correspondence on routine matters  After file closed Ly 3 YRS 2 YRS D

Proposed:



Class Remark (if any)

Particulars of Agency

Endorsement Officer

Department ABC{A123) Branch XYZ Branch Division Administration Division Section -- Mot Specify --

The endorsement officer is acting up at the rank of Senior Executive Officer or above (or equivalent), and the acting rank is stated in
the "Rank Remark” below

Name |ohn CHAN Post SEO(Adm Rank SEQ Tel. No. 2778 8899 E-mail John CHAN/ABC/HKSARG

Internal Endorsement Date 13/12/2018 Rank Remark

Contact Officer

MName Queenie ¥IU Post EQIG Rank EQI Tel. No. 2778 9995 E-mail Queenie YIUWABC/HKSARG

Comment to Agency

T S S S

Mo records to display
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Records Retention and Disposal Authority

Agency Records Series No: A123/1 Disposal Authority No: 20010

Series Title: Subject files relating to XY Licence

Endorsement Details

This Authority sets out the agreed disposal actions to be followed for the class(es) of records listed below:

Authorised By: TANG On Chu Date 14/12/2018

*for Government Records Service Director

Endorsement Officer of Agency (An officer not below the rank of Senior Executive Officer or equivalent)

The endorsement officer is acting up at the rank of Senior Executive Officer or above (or equivalent). The acting rank is stated in the
"Rank Remark” below.

Mame: John CHAM Post: SEQ{Adm) Rank: SEQ Telephone No: 2778 8899 E-mail Address: John CHAN/ABC/HKSARG

for: Head of ABC Department Rank Remark:

Approved Disposal Action

Records Series Title Subject Matter | Criteria for Defining Inactive Records | Retention PerlodT)rpe Retentlun Period of Inactive Records | Microfilm | Disposal Acti

Subject files relating to XY Licence See individual sub-group

Disposal j Criteria for Defining Inactive Retention Period Retention Period of Inactive Microfilm | Disposal
Class(es) Records Type Records Action
D

==

A Public Correspondence on public After action completed Y
consultation consultation
B Policy files Policy files and related After policy superseded Y 20 YRS YRE BP

correspondence

C Routine files Correspondence on routine matters  After file closad Y 3 YRS 2 YRE D

Class Remark (if any)

Version Details

DA No.: 20010
Current Version: 3

D5-0001 3% 25/05/2018
1 RD-0000288 29/05/2018 Mo
2 RD-00002E9 DE/E/2018 es
3 RD-0000313 i4nzz0a ez

Codes for Disposal Action:

PP = Permanent Retention PRO PA = Permanent Retention in Agency D = Destructon RP = Review by PRO

Codes for Retention Year Type:

CY = Calendar Year (i.e. net year) FY = Financial Year

5P = 5Special Year (e.g. academic year, election cycle, etc. Please refer to the “class remarks" field)



Records Inventory Form (RMO1)

Records Series Title (RST): Subject files relating to XY Licence

Particulars of Records

Department ABC (A123) Branch XY7 Branch Division Operation Division Section Team 1
Submission Date: 14/12/2018

Date range : From 1998 To: +{Not Specified)

Related legislations : il

Physical forms : Paper files

Measurement of records other than Ad size : Nil

Arrangement of records series : ABC GR/21 series "ABC"=Departmental Prefix "GR"=Unit Prefix “21"=Primary subject code (e.g. ABC GR/21/0,
ABC GR/21/1

Annual growth of records (M) : 5 Frequency of use per month (%): 5
Quantity of active records : 1 LM Non-electronic 0 GB Electronic
Quantity of inactive records : 3 | M Non-electronic 0 GB Electronic

Storage equipment: Filing cabinets and racks Location of records: 41/F and 42/F, PGO

Details of existing disposal authority (if applicable) : N/& Location of duplicated records (if any) : N/A

Records are created and maintained for the following purposes: (msg id: DS-033):

Purposes Types of records

Lega
Fizcal
Crperationa

Othars

Supplementary Remarks [if any)
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Request No. RT-0000331

Details of the Records Retention and Disposal Authority (DA)
The system only displays the number of the DA with RC retention period more than 0. (msg id: RT-098)
You will be informed the deposit number when the Transfer Request is approved (msg id: RT-099)

Please review the DA if the Last DA Review Date has been over 5 years from the request date. (msg id: RT-190)

DA No.: 20010 ARS No.: A123 / 1 Disposal Class (if any): C

Records Series Title: Subject files relating to XY Licence Final Disposal Action: D

Last DA Review Date: 08/08/2018 Last Deposit Number: 2

Contact Officer

Name: Queenie YIU Post: EO(G) Rank: EOI| Telephone No.: 2778 9999 E-mail Address: Queenie YIU/ABC/HKSARG

Requesting Officers List

R

1 John CHAN John SEO(Adm) 2778 8899 bd1230ff00 XYZ Branch Administration -- Not Specify
CHAN/ABC Division -
/HKSARG

2 Queenie YIU  Queenie EO(G) 2778 9999 bd1230ff11 XYZ Branch -- Not Specify  -- Not Specify
YIU/ABC - -
/HKSARG

Details of the Intended Transfer

Department: ABC Department (A123) Branch: -- Not Specify -- Division: -- Not Specify -- Section: -- Not Specify --
Last Action Completed Date: 30/04/2015 Disposal Due Date: 30/04/2020 Date of Request: 30/05/2018

No. of Records: 13 No. of Box: 4 Total Quantity: 1.33 LM

Security Classification: Open Restricted Confidential

Records Transfer List:

Intended Transfer Date: 29/06/2018 ARS No.: A123 / 1 Deposit Number: 3

Transfer Type: By File / Item

By BoxX ((Please note that records with final disposal action "RAP" or "RP" MUST be transferred by File/Item) (msg id: RT-093))

Box No. of Original Description Opened Closed
Records Reference PEY] Date

QS 1/1/96 Pt. | Construction Scheme 12/01/2006 05/10/2006
2 1 2 1 QS 1/1/96 Pt. Il Construction Scheme 06/10/2006 15/09/2007
3 1 3 1 QS 1/1/96 Pt. Il Construction Scheme 16/09/2007 01/11/2008
4 2 4 1 QS 4/30/1 PL.V Site Instruction - Architect 02/01/2008 30/04/2010
5 2 5 1 QS 4/30/2 Pt. NI Site Instruction - Engineer 07/06/2008 05/08/2009
6 2 6 1 QS 4/30/2 PL. IV Site Instruction - Engineer 06/08/2009 28/04/2010
7 3 7 1 QS 4/30/3 Pt. | Site Instruction - Surveyor 09/06/2004 30/08/2005
8 3 8 1 QS 4/30/3 Pt. Il Site Instruction - Surveyor 01/09/2005 01/11/2006
9 3 9 1 QS 4/30/3 Pt. NI Site Instruction - Surveyor 02/11/2006 30/12/2007
10 3 10 1 QS 4/30/3 Pt. IV Site Instruction - Surveyor 31/12/2007 15/11/2008
11 3 11 1 QS 4/30/3 Pt. V Site Instruction - Surveyor 16/11/2008 02/01/2010
12 4 12 1 QS 3/1 Pt. I Construction Material 01/02/2008 01/12/2009
13 4 13 1 QS 21/2 Pt. | Request for Survey Check 28/11/2008 05/03/2010

Total: 4 13 13
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Request No. RT-0000329

Details of the Records Retention and Disposal Authority (DA)
The system only displays the number of the DA with RC retention period more than 0. (msg id: RT-098)

You will be informed the deposit number when the Transfer Request is approved (msg id: RT-099)

Please review the DA if the Last DA Review Date has been over 5 years from the request date. (msg id: RT-190)

DA No.: 20010 ARS No.: A123 / 1 Disposal Class (if any): C

Records Series Title: Subject files relating to XY Licence Final Disposal Action: D

Last DA Review Date: 08/08/2018 Last Deposit Number: 0

Contact Officer

Name: Queenie YIU Post: EO(G) Rank: EOII Telephone No.: 2778 9999 E-mail Address: Queenie YIU/ABC/HKSARG

Requesting Officers List

S T e N S e S e

1 John CHAN John SEO(Adm) 2778 8899 bd1230ff00 XYZ Branch Administration -- Not Specify
CHAN/ABC Division -
/HKSARG

2 Queenie YIU  Queenie EO(G) 27789999 bd1230ff11 XYZ Branch - Not Specify  -- Not Specify
YIU/ABC - -
/HKSARG

Details of the Intended Transfer

Department: ABC Department (A123) Branch: -- Not Specify -- Division: -- Not Specify -- Section: -- Not Specify --
Last Action Completed Date: 30/04/2015 Disposal Due Date: 30/04/2020 Date of Request: 30/05/2018

No. of Records: 13 No. of Box: 4 Total Quantity: 1.33 LM

Security Classification: @ gpen  Restricted ~ Confidential

Records Transfer List:

Intended Transfer Date: 29/06/2018 ARS No.: A123 / 1 Deposit Number: 2

Transfer Type: gy File / Item

By Box ((Please note that records with final disposal action "RAP" or "RP" MUST be transferred by File/Item) (msg id: RT-093))

Box No. of Original Description Opened Closed
No. Records Reference Date Date
1 1 3

QS 1/1/96 PL.ILIILV Construction Scheme 12/01/2006 01/11/2008

2 2 3 QS 4/30/1 Pt IILIV,V  Site Instruction - Architect & Engineer 02/01/2008 29/04/2010

3 3 5 QS 4/30/3 Pt. |-V Site Instruction - Surveyor 09/06/2004 02/01/2010

- 4 2 QS 3/1 Pt.I-ll Contruction Material and Request for 02/01/2008 01/12/2009
Survey Check

Total: 4 13
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RT-0000360

[=] 8 [=]

[=]

Delivery Note

| Delivery Address: YKK |
Summary
RT-0000360 20010 A123/1 11/01/2019 Pending For Transfer YK

Details of the Intended Transfer

Department: A123-ABC Branch: XYZ Branch Division: -- Not Specify -- Section: -- Not Specify -
Last Action Completed Date: 30/04/2015 Disposal Due Date: 30/04/2020 Date of Request: 12/12/2018
No. of Records: 13 No. of Box: 4 Total Quantity: 1.33 LM

Security Classification: @ open  Restricted ~ Confidential

Records Transfer List

Confirmed Transfer Date: 11/01/2019 ARS No.: A123 / 1 Deposit Number: 4

Transfer Type: @ gy File / Item

By BoxX ((Please note that records with final disposal action "RAP" or "RP" MUST be transferred by File/Item) (msg id: RT-093))

No. of Original Reference Description Opened Date Closed Date
Records

QS 1/1/96 Pt. | Construction Scheme 12/01/2006 05/10/2006
2 1 2 1 QS 1/1/96 Pt. Il Construction Scheme 06/10/2006 15/09/2007
3 1 3 1 QS 1/1/96 Pt. I Construction Scheme 16/09/2007 01/11/2008
4 2 4 1 QS 4/30/1 Pt. V Site Instruction - Architect 02/01/2008 30/04/2010
5 2 5 1 QS 4/30/2 Pt. I Site Instruction - Engineer 07/06/2008 05/08/2009
6 2 6 1 QS 4/30/2 Pt. IV Site Instruction - Engineer 06/08/2009 28/04/2010
7 3 7 1 QS 4/30/3 Pt | Site Instruction - Surveyor 09/06/2004 30/08/2005
8 z! 8 1 QS 4/30/3 Pt. Il Site Instruction - Surveyor 01/09/2005 01/11/2006
9 3 9 1 QS 4/30/3 Pt. I Site Instruction - Surveyor 02/11/2006 30/12/2007
10 3 10 1 QS 4/30/3 Pt. IV Site Instruction - Surveyor 31/12/2007 15/11/2008
I 3 11 1 QS 4/30/3 Pt.V Site Instruction - Surveyor 16/11/2008 02/01/2010
12 4 12 1 QS3/1Pt. | Construction Material 01/02/2008 01/12/2009
13 4 13 1 Qs 21/2Pt. | Request for Survey Check 28/11/2008 05/03/2010

Total: 4 13 13
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RT- 0000361

Delivery Note

| Delivery Address: 11/F, Tuen Mun Government Storage Centre, 1 5an Yick Lane, Tuen Mun,N.T |
Summary
RT-0000261 20010 A1Z3/1 5 23 18/01/2019 Pending For Transfer TM

Details of the Intended Transfer

Department: Al123-ABC Branch: XYZ Branch Division: — Not Specify —- Section: -- Mot Specify -
Last Action Completed Date: 11/12/2015 Disposal Due Date: 11/12/2020 Date of Request: 13/12/2018
Mo. of Records: 13 Mo. of Box: 4 Total Quantity: 1.33 LM

Security Classification: @ gpen © Restricted | Confidential

Records Transfer List

Confirmed Transfer Date: 18/01/2019 ARS No.: AI23 7 1 Deposit Number: 5

Transfer Type: By File / ltem

'“—" Ely BOX [Please note that records with final disposal action "RAP" or "RP" MUST be transferred by File/ltem) (msg id: RT-093))

Box No. of Original Reference Description Opened Date osed Date
Records

1796 Po ILILY Construction Scheme 1201/2008 01111,2008
2 2 3 QS 4301 P lLIVY Site Instruction - Architect & Engineer 02/01/2008 29/M04/2010
3 3 g 05 443073 Pe IV Site Instruction - Surveyar 09/06/2004 D2M01.,/2010
4 4 2 Qs 341 P HI Construction Material and Request for Survey Check 02/01/2008 0112/2009

Total: 4 13
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Request No. RR-0002332

Summary of Records Required -
Department: ABC (A123 Branch: - Mot Specify - Division: — Mot Specify — Section: General Section

Submission Date: 30/05/2018 Qur Reference: (15) ABC GR 6-60/2 Requisition No.: RR-0002332

Details of the Records Required -

DA Mo.: 20010 ARS Mo.: A123 /1 Deposit No. 1 Records Centre: T @ By Serial

Box Serlal MNo. OF | Original Reference Description Opened Closed M10
Records Date Date Action

111756 PE. N Construction Scheme 16/09/2007 01/11/2008 In-Storage room

Remarks (if any)

Type of Request: @ @ Temporary Retrieval

Preferred referencing /retrieval date: 04/06/2018

Records to be picked up by: © Staff of Department

Particulars of Agency -
Requesting Officer
Name Queenie YU Post EQ(G Rank EOI Telephone No. 2772 9999 E-mail Address Queenie YIU/ABC/HKSARG

Contact Person

Name CHAN Tai-man Post CA(AdDm) Rank/Company CA Telephone No. 24600000 E-mail Address tmchan@abc.gov.hk

Comment From RC =
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RR-0002332

[=] 5 (=]
[=]

Details of the Records Required

DA No.: 20010 ARS No.: Al123 i1 Deposit No. 1 Records Centre: Th @ By Serial

Box MNe. Of | Original Reference Description Opened Closed
Na. Records Date Date

Q5 1/1/96 P 1l Construction Scheme 16/09/2007 011172008 - -

Remarks (if any)

Type of Request @ (g Temporary Retrieval

Confirmed referencingf/retrieval date: 04/06/2018

Records to be picked up by: @ Staff of T

Requesting Officer

Name Queenie YU Post EO[G Rank EQII Telephone No. 2778 9939 E-mail Address Queenie YIU/ABC/HKSARG
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From: SARCIS-NOTIFY @grs.gov.hk

To: <"Queenie YIU/ABC/HKSARG@ABC">,

Cc: <"TMRC_RCINFO/GRS/HKSARG@GRS">

Date: 30/05/2018 08:00

Subject: [SARCIS] Records Disposal--ABC-A123/1-Deposit No. 4 (TE-0000961)

Our ref.: TE-0000961

To: Director of ABC
(Attn: Miss Quennie Y1U)

Confirmation on Records Disposal

Your records listed below are stored in our Records Centre and due for disposal -

Deposit  No.: 4

Box/Serial No(s): Box:1-4

Due Date for Disposal: 12/05/2018

Disposal Authority No.: 20010

Agency Records Series No.: Al123/1

Series Title: Subject files relating to XY Licence

Disposal Class: C

Disposal Action: Destruction

Remarks:
2. Please review whether the records can be disposed of and submit your disposal/extension
request by visiting our system SARCIS at

https: //xxx.xxx.ccgo.hksarg/sarcis/recordDisposal/detail/TE-0000960 within one month. Please be
reminded that you have to fill in the number of records to be disposed of, instead of the
number of boxes, in the submission.




3. Upon receiving your disposal request, we shall carry out the destruction of those paper
records on your behalf. For non-paper records, if any, your Agency is required to send your staff to
the Records Centre to retrieve such stuff from the above deposits and arrange for destruction
separately. In case our designated paper waste contractor still finds out such records in the midst of
the destruction of the paper records, your Agency will also be required to retrieve such records direct
from the contractor as soon as possible.

4. If any of the records are not ready for disposal and need to be retained in the Records
Centre for a longer period, please specify the extension period and justify your decision on SARCIS.
Should you need to retrieve any record for retention, please submit a request for retrieval of records
via SARCIS.

5. Should you need to retrieve any record for retention, please submit a request for retrieval
of records via SARCIS.

6. A list of records endorsed for disposal should be maintained in your office permanently for
future reference.

7. If you have any enquiry, please feel free to contact Ms XXX at 2460 XXXX.
Regards,

Miss XXX
for Government Records Service Director

Miss XXX

EO(RM)X

Records Management and Administration Office
Government Records Service

Tel: 2460 XXXX

Please do not reply to this email account. If you wish to contact us, please email to
TMRC_RCINFO/GRS/HKSARG or tmrc_rcinfo@grs.gov.hk.
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From: SARCIS-NOTIFY @grs.gov.hk

To: <"Queenie YIU/ABC/HKSARG@ABC">,

Cc: <"TMRC_RCINFO/GRS/HKSARG@GRS">

Date: 30/05/2018 08:00

Subject: [SARCIS] Records Disposal--ABC-A123/1-Deposit No. 3 (TE-0000960)

Our ref.: TE-0000960

To: Director of ABC
(Attn: Miss Quennie Y1U)

Confirmation on Records Disposal

Your records listed below are stored in our Records Centre and due for disposal -

Deposit  No.: 3

Box/Serial No(s): Serial: 1 - 15

Due Date for Disposal: 12/05/2018

Disposal Authority No.: 20010

Agency Records Series No.: Al123/1

Series Title: Subject files relating to XY Licence

Disposal Class: A

Disposal Action: Review by PRO

Remarks:
2. Please review whether the records can be disposed of and submit your disposal/extension
request by visiting our system SARCIS at

https: //xxx.xxx.ccgo.hksarg/sarcis/recordDisposal/detail/TE-0000960 within one month. Please be
reminded that you have to fill in the number of records to be disposed of, instead of the
number of boxes, in the submission.




3. Upon receiving your disposal request, our Public Records Office (PRO) will conduct
appraisal of your records. Please follow the instructions at paragraph (a) in Appendix IV to General
Circular No. 2/2009 to ensure the accuracy of the Records Transfer List, and update the Records
Transfer List on SARCIS by visiting “Deposits in RC”.

4. If any of the records are not ready for disposal and need to be retained in the Records
Centre for a longer period, please specify when the records will be ready for disposal and justify your
decision on SARCIS. Please note that B/Ds should transfer time-expired records having archival
value/ potential archival value to the PRO on time. In accordance with the letter from Director of
Administration to Permanent Secretaries and Heads of Departments dated 21.3.2014, deferrals are
highly undesirable and B/Ds should refrain from seeking deferrals for more than two years except it
is absolutely necessary to consider such deferrals due to operation need.

5. Should you need to retrieve any record for retention, please submit a request for retrieval
of records via SARCIS.

6. A list of records endorsed for disposal should be maintained in your office permanently for
future reference.

7. If you have any enquiry, please feel free to contact Ms XXX at 2460 XXXX.
Regards,

Miss XXX
for Government Records Service Director

Miss XXX

EO(RM)X

Records Management and Administration Office
Government Records Service

Tel: 2460 XXXX

Please do not reply to this email account. If you wish to contact us, please email to
TMRC_RCINFO/GRS/HKSARG or tmrc_rcinfo@grs.gov.hk.
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Request No. DR-0001237

List of Records

Department ABC Department Branch -—Not Specify -- Division -- Not Specify - Section General Section

Submission Date 30/05/2018 Qur Ref. (20]in ABC GR 6-60/1 Records Type @) Programme Records

ARS Disposal | Records | Microfilming | Disposal | Classification | Total Total Retention | Retention | Retention | Covering Covering
No. i of the i of Records 9 Quantity | Period Period i i Period

Records (Agency) (Date
Closed)
000 A3 A Subject RP Unclassified 2 008 LM COY 5YRS 2YRS 12/09/2001 31A2/2003 31MZ2003
filez
relating
o XY
Licence
Total 2

Physical 2 .08 (LM

Eleczronic O O{MB)

I confirm that

(a} the retention and disposal requirements specified in GARDS or the relevant disposal schedule(s), and any governing legislation and relevant
government regulations/circulars have been complied with; and (msg id: DR-036)
(b) there is no cutstanding action on any of the records listed above. (msg id: DR-037)

Supplementary remarks (if any)

List(s) of Files for Appraisal by PRO of GRS
(1) Subject files relating to XY Licence (20010 - A} - RP

m Record or File Title Covering Period (Date Opened) | Covering Peried (Date Closed)

ABCGR110AM P 1 Application for AB Licence  12/09/2001 0z2M1Qvz002

2 ABCGR 11011 Pt. 2 Application for AB Licence  02r10/2002 32003

Particulars of Agency

Endorsement Officer of Agency (an officer not below the rank of Senior Executive Officer or equivalent)

Department ABC Department Branch XYZ Branch Division Administration Division Section -- Not Specify --

The endorsement officer is acting up at the rank of Senior Executive Officer or above (or equivalent). The acting rank is stated in the
"Rank Remark” below.

Name John CHAM Post SEQ{Adm] Rank SEOQ Telephone No. 2778 8899 E-mail Address |ohn CHAN/ABC/HKSARG

Internal Endorsement Date 09/05/2018 Rank Remark

Contact Officer

MName Queenie YU Post EQ(G Rank ECII Telephone No. 2778 9990 E-mail Address Queenie YIU/ABC/HKSARG

I confirm that

The disposal of records listed in this request has been considered and endorsed by an officer not below the rank of Senior Executive Officer or
equivalent according to paragraph 17 of General Circular No. 2/2009. (msg id: DR-057)
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Request No. DR-0001236

List of Records =
Department ABC Department Branch - MNot Specify - Division - Not Specify — Section General Section

Submission Date 30/05/2018 Ouwr Ref. [20]in ABC GR 6-60/1 Records Type @ Programme Records

ARS Disposal | Records | Microfilming | Disposal | Classification | Total Total Retention | Retention | Retention | Covering Covering Action
No. of Records . Quantity | Period il Period Completion
Type (Date Date
Closed)
20010 A1¥M C Subject D Unclassified 1 004 LM oY 3YRS 2YRS 014052010 09/042013 090472013
files
relating
o XY
Licence
Total 1

Physical 1 0.04 (LM}

Electromic O o i{MB)

| confirm that
(a) the retention and disposal requirements specified in GARDS or the relevant disposal schedule(s), and any governing legislation and relevant
government regulations/circulars have been complied with; and (msg id: DR-036)
(b) there is no cutstanding action on any of the records listed above. (msg id: DR-037)

Supplementary remarks (if any)

List(s) of Files for Appraisal by PRO of GRS =

No records to display

Particulars of Agency -

Endorsement Officer of Agency (An officer not below the rank of Senior Executive Officer or equivalent)

Department ABC Department Branch XYZ Branch Division Administration Division Section —Not Specify —

The endorsement officer is acting up at the rank of Senior Executive Officer or above (or equivalent). The acting rank is stated in the
"Rank Remark" below.
Name [chn CHAN Post SEO(Adm Rank SE Telephone No. 2778 8839 E-mail Address John CHAN/ABC/HKSARG

Internal Endorsement Date 09/05/20128 Rank Remark

Contact Officer

Name Queenie YU Post EQ(G Rank EOII Telephone No. 2778 9999 E-mail Address Queenie YIU/ABC/HKSARG

| confirm that
The disposal of records listed in this request has been considered and endorsed by an officer not below the rank of Senior Executive Officer or
equivalent according to paragraph 17 of General Circular No. 2/2009. {msg id: DR-057)



	序言
	目录
	1.1 政府档案处
	1.2 本指南的目的
	1.3 定义
	1.4 本指南的使用方法
	2.1 档案生命周期
	2.2 档案存废的重要性
	2.3 档案存废
	2.4 档案存废的好处
	2.5 档案存废期限表
	2.6 两大类别的档案
	2.7 两类存废期限表
	2.8 档案管理及行政组及局／部门在编订档案存废期限表的角色
	2.9 历史档案馆在编订档案存废期限表的角色
	2.10 档案管理培训
	3.1 行政档案
	3.2 《一般行政档案存废期限表》
	3.3 《一般行政档案存废期限表》的应用
	3.4 施行《一般行政档案存废期限表》的存废规定
	3.5 不属《一般行政档案存废期限表》的涵盖范围
	3.6 移交非常用的行政档案至档案中心
	3.7 移交已届满保存期而具历史价值／潜在历史价值的行政档案至历史档案馆
	3.8 移交档案至政府机关管制范围以外
	4.1 业务档案
	4.2 编订业务档案存废期限表的步骤
	4.3 移交非常用的业务档案至档案中心
	4.4 移交已届满保存期而具历史价值／潜在历史价值的业务档案至历史档案馆
	4.5 销毁没有历史价值的业务档案
	4.6 移交档案至政府机关管制范围以外
	4.7 检讨和更新档案存废期限表
	4.8 修订档案存废授权书
	5.1 档案中心的职能
	5.2 使用档案中心服务的好处
	5.3 档案中心服务的收费
	5.4 移交档案的程序
	5.5 档案检索
	5.6 提取借用的档案
	5.7 属保密级别的档案
	5.8 查阅政策
	5.9 使用阅览室设施
	6.1 档案存废安排
	6.2 寄存于档案中心的档案的存废
	6.3 档案存废期限表所列由局／部门保存的档案的存废
	6.4 不属档案存废期限表所列档案的存废
	附录 A
	附录 B
	附录 C
	附录 D(i)
	附录 D(ii)
	附录 E(i)
	附录 E(ii)
	附录 F
	附录 G(i)
	附录 G(ii)
	附录 H(i)
	附录 H(ii)
	附录 I
	附录 J
	附录 K
	附录 L
	附录 M
	附录 N




