
PRONI Process Chart: Developing a Retention and Disposal Schedule 
This process chart should be used with the PRONI retention and disposal guidance and template on the PRONI 
Records Management webpages: www.proni.gov.uk/records-management-public-authorities  

 

 

Create Draft

•Public authority prepares draft retention and disposal schedule using the PRONI template, 
including all records created, inherited, or received, regardless of format.

Submit 
Draft

•Public authority sends draft retention and disposal schedule to PRONI.

Initial 
Feedback

•PRONI provides initial feedback.
•Public authority may be asked to revise and resubmit the draft retention and disposal schedule.

Panel 
Feedback

•PRONI Validation Panel provides feedback, focused on records for PRONI Permanent 
Preservation and PRONI Appraisal.

•Public authority may be asked to provide more detail on certain records and/or make changes 
to the draft retention and disposal schedule.

Agreement 
& Signature

•When all Validation Panel queries have been resolved, and the draft retention and disposal 
schedule has been agreed, the public authority and PRONI can add signatures.

Final 
Approval

•PRONI secures approval from the Department for Communities (DfC) and the DfC Minister to 
lay the signed retention and disposal schedule at the NI Assembly.

Laid at NI 
Assembly

•PRONI arranges to lay the signed retention and disposal schedule at the NI Assembly, under the 
negative resolution process for 10 sitting days or 30 calendar days (whichever is longer). If there 
are no objections the schedule will become operational.

Notification

•PRONI notifies the public authority when the retention and disposal schedule is legally 
operational and can be implemented.

Implement 
& Review

•Public authority implements the operational retention and disposal schedule. The schedule 
should be kept under review to ensure it meets business and legal requirements;  a formal 
review should be completed at least every three years.

http://www.proni.gov.uk/records-management-public-authorities

