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Box & Folder S/O Date

In the GNWT’s ARCS/ORCS system, the retention periods and disposition dates
are calculated based on the closed date of a file. The closed date of a file is
usually the date of the last document on the file. However, from time to time
departments will want to use a different date to calculate the retention and
disposition. This most often happens with files that close based on an event,
such as superseded or obsolete (S/0).

For example, imagine that you opened a policy file in 1995. The date of the last
document on the file is 1996. The policy remained in effect until 2005. The
retention schedule said that you were supposed to keep the file open and active
until it was superseded or became obsolete. If you use 1996 as the close date,
you would probably dispose of the file too soon.

To solve this problem, PWS added the S/O Date field. Use this field when you
want to use a date other than the close date to calculate retention and
disposition.
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Disposition Report Example - Folders

Semi
Active Active  Total Disposition Transfer
File Number Folder Folder ID  Status  Location Type From Date To Date Period Period Retention Mode Date Retention

c21530-11 vOLS 0128003 ACT  WHSE-RM Copy DiMay2004 31-May2004 0 0 0'Years DES May2004 SO 5 DS0 0D
Title: Records Management ~ Final Disposition: June 02, 2004

ESTING TERTIARY - DO NOT USE

62153001 VOL& 0128000 ACT  WHSE-RM Copy O1-Pug2lDd 5i-AugZ004 O 0 0'Years DES -Aug2004 SO 5 DS0 0D
:te:_qaacnidf Management _ Final Disposition: September 02, 2004

ESTING TERTIARY - DO NOT USE

5215301 VOLT 0126005 ACT  WHSE-RM Org  01-Jan2001 02Fen2001 O 5 EYears DES 02Feb2001  S0_5_0NE0_0D
Title: Records Management ~ Final Dispesition: February 03, 2008

ESTING TERTIARY - DO NOT USE

52153001 VOLS 0128001 ) RCYK  Org Di-Mar2004 31Mar2004 O 5 EYears DES 31 Mar2004 S0 5_01E0 0D
Title: Records Management ~ Final Disposition: April 01, 2009

ESTING TERTIARY - DO NOT USE

621530011 vOL4 (0128002 ACT  WHSE-RM Ong  O1-Apr2DB4  a0-fpraild 00 5 EYears DES S0 07-Jun2005  SO_5 VS0 0D
Title: Reco ent OF-Jun-2005

tie: Recards Management Final Disposition: June 08, 2010
TESTING TERTIARY - DO NOT USE

§21550-01 wOL 11 0127887 ACT  WHSE-RM Org  D1-Mow2004  S0NowZO# O 5 EYears DES si0 15-Mar-2005 505 0/S0 0D
Title: Reco ent 15-Mar-2005
Title: Records Management ~ Final Disposition: March 1, 2010

ESTING TERTIARY - DO NOT USE

§21550-1 vOL3 0128007 ACT  WHSE-RM Org  01-Jan2001 25Now200Z O B Years DES SI0 2T-Aug-2003 S0 8 NS0 00D

Title: Records Managemant 27-Aug-2003

TESTING TERTIARY - DO NOT USE

Final Disposition: August 27, 2011
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Disposition Report Example - Boxes
ASD
HSS06 - POLICY, LEGISLATION & COMMUNICATIONS
Transfer ID: 0149
Transfer Date: April 10, 1997
Locator: T11 03-01 Disposal
Temp BoxID From To 5/0 Date Box Content ROA Retention Period Date
1 | D01345 | D1-AprBd4 | 31-Mar85 | Oi-Age07 ROA 1085-32 | SO_10_ASDVSO 0D | org 10| Mar-3i-2017
z 001247 | D1-8pr02 | 31-Mar8d | 01-Ape07 ROA 198532 | 50_10_ASDIS0_ 0D | ong 10| Apr01-2007

Please contact Records Management at 873-7231 if you require further
clarification on the use of the S/O Date field.
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