DISCARDING DECLINED CLOSED AGENCY FILES
November 17, 2011
1. On the first or second business day of each month, the Grants Administrator prepares a Gifts report listing all files currently in need of being discarded.

· To run the report, open the Reports section of Gifts.  In the Requests (or Favorites) section, select the report named “Decs to remove from dead files.”  

· Choose “Select Search” and edit the selection criteria by one month for each of the searches:  O.M./Other Decs (kept one year) and Turned Down Decs (kept two years).

· After making the changes to the criteria, select and run each report, editing the title according to dates.

· Give the report to the Office Assistant in order for her to remove these declined files from the closed agency cabinets.
2. The Office Assistant will discard the paper contents of each folder into the shredding bin, and place reusable folders, clips etc. accordingly in the copy room.

3. The report of declination files to discard include:  

· A declination file turned down at a board meeting is discarded after two years from the date of decision.  They will have the dec date hand written in red ink.
· Requests that have been declined because they were withdrawn have been filed in their organization’s hanging file folder in the closed agency area.  They are kept for one year from date of decision.
· An Out-of-Mandate declination file is discarded after one year from the date of decision.  They will have “O.M. declined” and date highlighted with blue marker.
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