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Disposal authorisation process flowchart

u 

A public office wants to apply for a 
Disposal Authority 

Contact Archives New Zealand via 
mailto:rkadvice@dia.govt.nz 

Identify and appraise core business 
functions, activities and records 

Consult with stakeholders - internal, 
external including Māori stakeholders 

Public office submits appraisal report 
and disposal schedule for review 

Archivist gives recommendation to 
the Chief Archivist for approval for 
submission for intention to dispose 

Chief Archivist reviews and approves 
the recommendation 

Archivist considers public comments 
received and makes recommendations 

Chief Archivist authorises the disposal 
of public records identified in the 

appraisal report and schedule

The disposal authority is published and 
the public office is notified 

Public Offices Archives New Zealand 

Archivist works collaboratively 
with the public office. 

Quality check based on the guidelines 

Draft appraisal report and disposal 
schedule in accordance with Archives 

New Zealand guidelines 

Guidelines: 

• Appraisal Statement

• Public Sector Archival
Selection Statement

• Template instructions

Public office develops an 
implementation plan 

Dispose of your records regularly 

Intention to dispose is published on 
Archives New Zealand website for 

public comment for 30 days 

Clarifications 

and revisions 

Advice and guidance 
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Both appraisal report 
and disposal schedule 
must be consulted on  

mailto:rkadvice@dia.govt.nz
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