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http://grs.host.ccgo.hksarg/doc/RM_Manual.pdf

To : General Section, Departmental Administration Unit

(Attn. SEO(G))

List of Records -
Division / Section :

Administrative Records (position as at 1.3.2013)

ABC Section

Name / Post / Tel no. of responsible officer : Mr AB CHAN, EO - Tel. 2810 9999

B &%

Covering Period

Date opened | Date closed

File Reference Part No. File Title Location Disposal schedule
(dd/mmiyyyy) | (ddimmiyyyy) P
e.g.
CSO/AW/1-50/3 2 CIRCULARS AND DIRECTIVES - Circular Memorandum 22/10/2009 31/08/2011 Rm 2551, CGOWW [ 1-50 Routine 2 Y D
CSO/AW/1-50/3 3 CIRCULARS AND DIRECTIVES - Circular Memorandum 31/08/2011 - Rm 2551, CGOWW | 1-50 Routine2 Y D

¥ e

e

Y = Year
D = Destroy after action completed
P = Refer to PRO for evaluation




To : General Section, Departmental Administration Unit

(Attn. SEO(G))

List of Records -
Division / Section :

Programme Records (position as at 1.3.2013)

ABC Section

Name / Post / Tel no. of responsible officer : Mr AB CHAN, EO - Tel. 2810 9999

Covering Period

Date opened | Date closed

File Reference Part No. File Title (ddimmiyyyy) | (dd/immiyyyy) Location Disposal schedule
e.g.
CSO/AW/JP/3 1 JP Matters - JP Newsletter 02/01/2008 - Rm 2551, CGOWW RMOL1 sent to GRS on 28.2.2013
CSO/AW/JP/33/3 1 Chi Ma Wan Correctional Institution 02/01/2001 | 31/12/2005 | Tuen Mun RMO RMO2 DA No. 1234
CSO/AW/JP/33/4 1 Green Island Reception Centre 02/01/2001 - Rm 2551, CGOWW, RMO2 DA No. 1234

~

i//

<
;éﬁ

RMOL1 = Records Inventory Form prepared by Bureau/Department/Office
RMO2 = Records Retention and Disposal Authority issued by GRS
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