Documentation

Records I need to keep

A record is any form of information, both created or received, that provides evidence of the decisions
and actions of the department.
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Things that do not need to be kept include calendars, telephone lists, action lists, printed timetables,
press cutting, research articles, external training materials, duplicates, emails for information only, some
drafts, working notes, lists of contacts or suppliers, credit card numbers, personal emails or phone

messages.

All information must be handled and protected according to its information security classification
especially regarding personal information.



