Standard Operating Procedure (SOP): Disposal and
Destruction of Obsolete Documents

This SOP details the procedures for the disposal and destruction of obsolete documents to ensure confidentiality,
compliance with data protection regulations, and proper record management. It includes guidelines for identifying
obsolete documents, approved methods of destruction, secure handling during the disposal process, documentation of
destruction activities, and roles and responsibilities for maintaining document integrity and security throughout the
lifecycle. The purpose is to prevent unauthorized access to sensitive information and maintain organizational compliance.

1. Scope

This procedure applies to all obsolete paper and electronic documents containing sensitive, personal, or confidential
information managed by [Organization Name].

2. Definitions
Term Definition
Obsolete Documents = Records or files no longer required for business, regulatory, or legal purposes.

Destruction The process of rendering documents unreadable and unrecoverable.

Disposal The act of discarding destroyed materials in a secure and environmentally sustainable manner.

3. Responsibilities

Document Owner: ldentifies documents for destruction, initiates requests, and ensures compliance.

Records Management Team: Oversees the destruction and disposal process, maintains records, and verifies
destruction.

IT/Facilities Staff: Assists with secure storage and physical/electronic destruction.

All Staff: Complies with this SOP regarding handling and segregation of obsolete documents.

4. Procedure

1. Identification of Obsolete Documents
Review documents regularly according to the Records Retention Schedule. Document owners identify and list items
that have reached the end of their retention period.
2. Authorization for Destruction
Obtain approval from the appropriate authority (e.g., Department Head, Data Protection Officer) before proceeding.
3. Preparation for Destruction
o Segregate obsolete documents from active files.
o Store securely before destruction (locked containers/secure digital folders).
4. Approved Methods of Destruction
o Papers: Shredding (cross-cut preferable), pulping, or incineration via authorized vendors.
o Electronic Media: Wiping (using certified software tools), degaussing, or physical destruction (crushing,
shredding).
o Follow environmental best practices and legal requirements for disposal.
5. Documentation of Destruction
o Maintain a Destruction Record Log, containing: date, description, quantity, method, responsible persons, and
witness (if required).
o Obtain a Certificate of Destruction from third-party vendors, if engaged.
6. Final Disposal
o Dispose of destroyed materials securely and responsibly.
o Retain destruction records for audit and compliance purposes.

5. Security and Confidentiality

¢ Only authorized personnel may access and manage documents marked for destruction.
¢ Sensitive material must never be placed in regular trash or recycling bins.
¢ Breach of these procedures may result in disciplinary action and legal penalties.



6. Review and Audit

¢ This SOP will be reviewed annually or as regulations/requirements change.
¢ Regular audits of destruction activities will be performed to ensure compliance.

7. References

¢ Records Retention Policy
e Data Protection Policy
¢ Applicable regulatory requirements (e.g., GDPR, HIPAA, local legislation)

8. Revision History

Version Date Description Author

1.0 [Date] Initial SOP Release [Name/Position]
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