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Does it provide significant 
or interesting information 

relating to your organisation 
and its activities?

Is it a draft of 
something you have  

a more final version of?

Is it still needed by 
your organisation?

Is it a duplicate of 
something you already 
have in your archive?
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*Sometimes it is useful to keep copies of duplicates for use in exhibitions or events so that the archive copy 
can be kept safe. These are usually materials of particular interest or that are eye-catching and engaging.


