Table 1) The components, indicators and the number of evaluation criteria for data organizing within the
records
Evaluation criteria Number

Data organizing outside of the record
1. Complete, timely and correct registration and issuance of expert

. 5
letters and comments and their follow-up

3. Archiving appropriate with the condition of the medical records
department and record access conditions

5. Suitable equipment for archiving the records

7. Controlling and matching the input records to the archive with the list 2
of accepted clients




Table 2) Evaluation criteria and method of evaluating some indicators in organizing the records

Evaluation
method

Evaluation criteria

Destruction of wasted papers

Identification and separation of wasted papers based on the
permission and after the prescribed period

Preparing and signing a list and obtaining an agreement from

. . . Documentar
the national archives department and receive an agreement . y
. . review and

from the national archives .
observation

Preparing the list of the relevant meetings
Sale of destructible documents, transfer of valuable documents
to the organization of the national archives

Complete, timely and accurate registration and issuance of letters with the
capability of follow up

Record of the judicial letter at the office of indicator or a

relevant software

Registration of the letter of referred people in less than 24

hours after reception

Registration of a record number in the office of indicator or a Documentary
suitable software for filing review and
Registration and issuance of issued certificates and internaland  observation
external organizational correspondence in the indicator office

or software with the capability of letter registration

The use of the correspondence office to receiving and delivering

the correspondence and records




Table3) Schedule of documents retention in the records of the legal medicine commission

Retention Issuance duration of
duration the permission by the
row Document name according to national archives of

the opinion Iran (National library
of the elites and archives of Iran

Copy of clinical, criminal record, the specialty area of

S . . . 5 years syears
organization, commission tariff receipt

Request sheets of physician consulting, submit of record,
cover letter attached to the commission's conclusion, modified
drafts, request for additional documents, additional versions

¢ of the meeting minutes, experiment request, send invitation
letter to the defendant, demanders and experts, existence of
cover letter of manager in the time of sending the record to
the next center for processing, judicial letter in speed up the
processes and answer to the letter

1 year o years




