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100 - Governance 101/1 Policies and Procedures Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Public Procurement Act, 2015; 
Public Procurement Regulation, 
2018; Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011); RIM 
Policy & Procedures; Access to 
Information (ATI) Act, 2002  

Executive Management , 
guided by the CEO's Office; 
Board of Directors

101/2 Operational Standards and 
Guidelines

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Public Procurement Act, 2015; 
Public Procurement Regulation, 
2018; Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011); RIM 
Policy & Procedures; Access to 
Information (ATI) Act, 2002  

Executive Management , 
guided by the CEO's Office; 
Board of Directors

101/2/1 Government Standards and 
Guidelines101/2/2 Organisatinal Standards and 
Guidelines

101/2/3 International Standards and 
Guidelines

101/3 Statutory Requirements Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Public Procurement Act, 2015; 
Public Procurement Regulation, 
2018; Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011); RIM 
Policy & Procedures; Access to 
Information (ATI) Act, 2002  

Executive Management , 
guided by the CEO's Office; 
Board of Directors

101/4 Medium Term Strategic 
Priorities 

102/1 Cabinet Submissions

102/2/1 Board Member Management 

102/2/1/1 Board Member Management: 
Charters   

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/2/1/2 Board Member Management: 
Nomination   

102/2/1/3 Board Member Management: 
Appointments   

102/2/1/4 Board Member Management: 
Board Orientation  

102/2/1/5 Board Member Management: 
Separation

102/2/1/6 Board Member Management: 
Corporate Registers  

102/2/1/7 Board Member Management: 
Board Evaluations  

102/2/2 Board Meetings Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/2/2/1 Attendance Register Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/2/2/2 Board Meeting Packages Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/2/2/3 Board Submissions Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/2/2/4 Board Decision Shredding/Grinding Permanent The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/2/2/5 Meeting Recordings and 
Transcriptions

Shredding/Grinding Permanent The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/2/2/6 Board Minutes Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/2/2/7 Board Committee Reports Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Corporate Governance Framework 
for Public Bodies in Jamaica, 2011; 
Financial Administration and Audit 
(FAA) Act, 1959 (Amended 2015); 
Public Bodies Accountability Act, 
2001 (Amended, 2011)

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/2/3 Board Directors Payments

102/2/3/1 Board Director's Fees

102/2/3/2 Board Directors Annual 
Statements

102/3/1 Board/Special Committees 
Administration - Audit 
Committee



102/3/1/1 Board/Special Committees 
Administration - Audit 
Committee: Terms of 
Reference

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/3/1/2 Board Committees 
Administration - Audit 
Committee: Meetings Register

102/3/1/3 Board Committees 
Administration - Audit 
Committee: Agenda and 
Minutes of Meetings

Shredding/Grinding Permanent The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/3/1/4 Board Committees 
Administration - Audit 
Committee: Audit Reports

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Institute of Internal Auditors 
Intl. Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011)

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/3/1/5 Board Committees 
Administration - Audit 
Committee:Submissions

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/3/2 Board Committees 
Administration - Corporate 
Governance Committee

102/3/2/1 Board Committees 
Administration - Corporate 
Governance Committee: 
Terms of Reference

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/3/2/2 Board Committees 
Administration - Corporate 
Governance Committee: 
Agenda and Minutes of 
Meetings

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/3/2/3 Board Committees 
Administration - Corporate 
Governance Committee: 
Submissions

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/2/3 Board Committees 
Administration - Finance 
Committee

102/2/3/1 Board Committees 
Administration - Finance 
Committee: Terms of 
Reference

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/2/3/2 Board Committees 
Administration - Finance 
Committee: Agenda and 
Minutes of Meetings

Shredding/Grinding Permanent The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/2/3/3 Board Committees 
Administration -Finance 
Committee: Submissions

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/3/4 Board Committees 
Administration - Human 
Resources Management  
Committee

102/3/4/1 Board Committees 
Administration - Human 
Resources Management  
Committee: Terms of 
Reference

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/3/4/2 Board Committees 
Administration -  Human 
Resources Management  
Committee: Agenda and 
Minutes of Meetings

Shredding/Grinding Permanent The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

102/3/4/3 Board Committees 
Administration - Human 
Resources Management  
Committee: Submissions

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Companies Act, 2005 
(Amended, 2014); Corporate 
Governance Framework for Public 
Bodies in Jamaica, 2011; Financial 
Administration and Audit (FAA) 
Act, 1959 (Amended 2015); 
Information Communication and 
Technology (ICT) Authority Act, 
2019

Executive Management , 
guided by the CEO's Office; 
Board of Directors

103/1 Sensitisation on Strategic 
Issues 

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Public Procurement Act, 2015; 
Public Procurement Regulation, 
2018; Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); RIM Policy & Procedures; 
Access to Information (ATI) Act, 
2002; Cyber Crimes Act, 2015  

Executive Management , 
guided by the CEO's Office; 
Board of Directors

103/2 Strategic Oversight Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Public Procurement Act, 2015; 
Public Procurement Regulation, 
2018; Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); RIM Policy & Procedures; 
Access to Information (ATI) Act, 
2002; Cyber Crimes Act, 2015  

Executive Management , 
guided by the CEO's Office; 
Board of Directors



104/1/1/1 Internal Audits - Audit 
Planning: Audit Sensitisation

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Institute of Internal Auditors 
Intl. Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011)

Internal Audit Unit

104/1/1/2 Internal Audits - Audit 
Planning: Risk Assessments

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Institute of Internal Auditors 
Intl. Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011)

Internal Audit Unit

104/1/1/3 Internal Audits - Audit 
Planning: Audit Research and 
Assessment

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Institute of Internal Auditors 
Intl. Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011)

Internal Audit Unit

104/1/1/4 Internal Audits - Audit 
Planning: Draft Audit Plan

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Institute of Internal Auditors 
Intl. Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011)

Internal Audit Unit

104/1/1/5 Internal Audits - Audit 
Planning: Final Audit Plan

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Institute of Internal Auditors 
Intl. Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011)

Internal Audit Unit

104/1/2/1 Internal Audits - Audit 
Execution: Announcement 
Letter

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Institute of Internal Auditors 
Intl. Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011)

Internal Audit Unit

104/1/2/2 Internal Audits - Audit 
Execution: Stakeholder 
Engagement

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Institute of Internal Auditors 
Intl. Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011)

Internal Audit Unit

104/1/2/3 Internal Audits - Audit 
Execution: Audit Programme

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Institute of Internal Auditors 
Intl. Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011)

Internal Audit Unit

104/1/2/4 Internal Audits - Audit 
Execution: Audit Test 
Execution

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Institute of Internal Auditors 
Intl. Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011)

Internal Audit Unit

104/1/2/5 Internal Audits - Audit 
Execution: Draft Audit Report

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Institute of Internal Auditors 
Intl. Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011)

Internal Audit Unit

104/1/2/6 Internal Audits - Audit 
Execution: Exit Meeting

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Institute of Internal Auditors 
Intl. Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011)

Internal Audit Unit

104/1/2/7 Internal Audits - Audit 
Execution: Final Audit 
Reports

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Institute of Internal Auditors 
Intl. Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011)

Internal Audit Unit

104/1/2/8 Internal Audits - Audit 
Execution: Statistics 
Implementation Report

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Institute of Internal Auditors 
Intl. Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011)

Internal Audit Unit

104/1/2/9 Internal Audits - Audit 
Execution: Implementation 
Status Reports

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Institute of Internal Auditors 
Intl. Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011)

Internal Audit Unit

104/1/2/10 Internal Audits - Audit 
Execution: Adhoc 
Assignments

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

The Institute of Internal Auditors 
Intl. Financial Administration and 
Audit (FAA) Act, 1959 (Amended 
2015); Public Bodies Accountability 
Act, 2001 (Amended, 2011)

Internal Audit Unit

104/2 External Audits

900 - Information 
Management 

902/1/1 RAM Planning and Strategy 
Development: RIM 
Committee 

30 years 15 years 8 years 7 years Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Archives Acts; GOJ RIM Policy and 
Procedures, JDIC Policy and 
Procedures 

Records and Information 
Officer

1100 - Provision of Legal 
Services

1101/1/1 Oversight of Legal Services: 
Policies

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Data Protection Act, 2020; Access 
to Information, 2002; Public 
Procurement Act, 2015; 
Government of Jamaica, Records 
and Information Management 
Policy and Procedures, 2018 

CEO's Office/Client Relations 
Unit/Human Resources 
Management Department

1101/1/2 Oversight of Legal Services: 
Procedures

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Data Protection Act, 2020; Access 
to Information, 2002; Public 
Procurement Act, 2015; 
Government of Jamaica, Records 
and Information Management 
Policy and Procedures, 2018 

CEO's Office/Client Relations 
Unit/Human Resources 
Management Department

1101/1/3 Oversight of Legal Services: 
Standards

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Data Protection Act, 2020; Access 
to Information, 2002; Public 
Procurement Act, 2015; 
Government of Jamaica, Records 
and Information Management 
Policy and Procedures, 2018 

CEO's Office/Client Relations 
Unit/Human Resources 
Management Department

1102/1 Legal Advisory Services: 
Internal Stakeholders

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Data Protection Act, 2020; Access 
to Information, 2002; Public 
Procurement Act, 2015; 
Government of Jamaica, Records 
and Information Management 
Policy and Procedures, 2018 

CEO's Office/Client Relations 
Unit/Human Resources 
Management Department

1102/2 Legal Advisory Services: 
External Stakeholders

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Data Protection Act, 2020; Access 
to Information, 2002; Public 
Procurement Act, 2015; 
Government of Jamaica, Records 
and Information Management 
Policy and Procedures, 2018 

CEO's Office/Client Relations 
Unit/Human Resources 
Management Department

1103/1 Dispute Management: Legal 
Negotiations and Settlements

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Data Protection Act, 2020; Access 
to Information, 2002; Public 
Procurement Act, 2015; 
Government of Jamaica, Records 
and Information Management 
Policy and Procedures, 2018 

CEO's Office/Client Relations 
Unit/Human Resources 
Management Department

1103/2 Dispute Management: 
Litigation

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Data Protection Act, 2020; Access 
to Information, 2002; Public 
Procurement Act, 2015; 
Government of Jamaica, Records 
and Information Management 
Policy and Procedures, 2018 

CEO's Office/Client Relations 
Unit/Human Resources 
Management Department



1103/3 Dispute Management: 
Proceedings

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Data Protection Act, 2020; Access 
to Information, 2002; Public 
Procurement Act, 2015; 
Government of Jamaica, Records 
and Information Management 
Policy and Procedures, 2018 

CEO's Office/Client Relations 
Unit/Human Resources 
Management Department

1103/4 Dispute Management: 
Alternate Dispute Resolution

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Data Protection Act, 2020; Access 
to Information, 2002; Public 
Procurement Act, 2015; 
Government of Jamaica, Records 
and Information Management 
Policy and Procedures, 2018 

CEO's Office/Client Relations 
Unit/Human Resources 
Management Department

1104/1 Agreement Preparation and 
Review: Agreements

1104/2 Agreement Preparation and 
Review: Contracts

1104/3 Agreement Preparation and 
Review: Memorandum of 
Understanding

1104/4 Agreement Preparation and 
Review: Leases/Licences

1105/1 Legislative Programme 
Management: Development of 
Legislative Framework

1105/2 Legislative Programme 
Management: Stakeholder 
Consultation

1105/3 Legislative Programme 
Management: Drafting 
Instructions

1105/4 Legislative Programme 
Management: Development of 
Legislation 

1105/5 Legislative Programme 
Management: Orders 

1300 - Events 
Management 

1301/1 Coordinating/Hosting Events: 
Procedures/Guidelines

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Government of Jamaica, Records 
and Information Management 
Policy and Procedures, 2018 

Human Resource 
Management Department

1301/2 Coordinating/Hosting Events: 
Events Planning 

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Government of Jamaica, Records 
and Information Management 
Policy and Procedures, 2018 

Human Resource 
Management Department

1301/2/1 Events Planning: Staff Events

1301/2/2 Events Planning: Fairs

1301/2/3 Events Planning: Lunch Hour 
Sessions

1301/2/4 Events Planning: Meetings

1301/2/5 Events Planning: Trainings

1301/2/6 Events Planning: Special 
Events

1302/1 Participating in Events: 
Coordination of Events

1302/2 Participating in Events: 
Attending Events

1302/3 Participating in Events: 
Evaluation of Event 
Participation 

Shredding/Grinding 6 months 
before the 
end of 
retention 
period. 

Government of Jamaica, Records 
and Information Management 
Policy and Procedures, 2018 

Human Resource 
Management Department


