Content Manager (CM) Guide
Deletion Requests

This is guidance for how to submit a request to delete records from Content Manager that you think should be
removed. All users can edit records in Content Manager (including moving them to a different folder; changing
their category; or editing their title, associated dates, or other metadata). The only thing that users cannot do
is delete a record. If you think any records should be deleted/removed from Content Manager, follow the
instructions on this guide.

Acceptable reasons for deletion include: empty folders or boxes that are not needed or were created in error,
transitory records (including personal/non-work related), or duplicate records. Aside from records deleted for
those accepted reasons, all records in Content Manager will remain for the duration of their retention period
according to their retention schedule. We are unable to delete any records that are on a legal hold.

Note that this process results in records being deleted from Content Manager. If you need to retain copies of
any records you want to delete, then you should download copies of those records before requesting deletion
from Content Manager through this process.
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Date Created Thursday, April 18, 2024 at 10:30:23 AM
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Date Filed Friday, April 19, 2024 at £:31:42 AM
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