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	Worksheet 3D
Plan to dispose of the “leftovers”

	“Inactive” File
	Action Plan

	File location/name

(e.g. “Old members” - paper file)
	Review date: _____________________________

Destroy after ___ months (e.g. 12, 18)

Destruction method: _______________________

	File location/name


	Review date: _____________________________

Destroy after ___ months

Destruction method: _______________________

	File location/name


	Review date: _____________________________

Destroy after ___ months

Destruction method: _______________________

	File location/name


	Review date: _____________________________

Destroy after ___ months

Destruction method: _______________________

	File location/name


	Review date: _____________________________

Destroy after ___ months

Destruction method: _______________________

	File location/name


	Review date: _____________________________

Destroy after ___ months

Destruction method: _______________________

	File location/name


	Review date: _____________________________

Destroy after ___ months

Destruction method: _______________________
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