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	Destruction/Disposition of Records

	Office (group, branch, unit, section, or division name on retention schedule) or Region/Hospital 
	  City
	Office Telephone No.

	     
	     
	     

	Are records confidential?
	Are records listed on the retention schedule?
	Records not listed on the Retention Schedule must have an approved form RMD 102 attached. Call Records Management Office before completing RMD-102 (512 / 776-7635)

	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	

	Destruction/Disposition Method

	  FORMCHECKBOX 
Shredded/Pulverized

Line #s       
	  FORMCHECKBOX 
 Discarded

Line #s       
	  FORMCHECKBOX 
Recycled

Line #s       
	  FORMCHECKBOX 
Transferred to:      
Line #s      
	  FORMCHECKBOX 
 Delete Electronic Files (do not enter volume below) 

Line #s      

	Destruction/Disposition Log  (use records retention schedule to complete this form)

	Line #.
	Agency Item Number 
	Record Series Title
	Retention

Period
	Volume

(boxes)
	Date(s) of

Record(s)
	Destruction/

Disposition

Date
	Initials

	1
	     
	     
	     
	     
	     
	     
	     

	2
	     
	     
	     
	     
	     
	     
	     

	3
	     
	     
	     
	     
	     
	     
	     

	4
	     
	     
	     
	     
	     
	     
	     

	5
	     
	     
	     
	     
	     
	     
	     

	6
	     
	     
	     
	     
	     
	     
	     

	7
	     
	     
	     
	     
	     
	     
	     

	8
	     
	     
	     
	     
	     
	     
	     

	9
	     
	     
	     
	     
	     
	     
	     

	10
	     
	     
	     
	     
	     
	     
	     

	Remarks

	     

	Prepared by / Approved by

	Signature
	Name (typed or printed)
	Date

	
	     
	     


Use the Records Retention Schedule to complete this form.  Fax the signed form as soon as records are destroyed to the DSHS Records Management Office 512 / 776-7474.  Do not wait to fill all lines.  (Do not record the destruction of Transitory Information.)                                                                                              F32-12236       6/2011
Instructions

1. General Information required at the top of the form.  Provide the following information:  name of your organizational area for the records that you will be referencing on this form; name of the city where the records are located; telephone number of the organizational area.  

2. Indicate if any of the records are confidential.

3. All records must be on the retention schedule to use this form.  If you want to destroy records that are not on a retention schedule, contact the Records Management Office at 512/776-7635 to use the RMD-102.

4. Destruction/Disposition Method.  This form can be used to document the disposition of records by a number of different methods.  Indicate the Line item numbers of records that will be disposed by each of the methods described.  Use the Transferred to box to document records sent to the State Archives.  

5. Use the records retention schedule to complete the remainder of the form.  

a. Agency Item Number as found in Field 5.  

b. Record Series Title as found in Field 6.

c. TOTAL retention period as found in Field 7.

6. Estimate the amount of records to be disposed.  (The two-piece box with the lid and the hand-holds on either end is 1 cubic foot.)  You do not need to estimate the volume of electronic records that are deleted.

7. Provide the range of dates covered by the record series.  Put the earliest date and the latest date.  There does not have to be a record for every day in the range.  Do not use multiple lines for the same record series with different date ranges.

8. Provide the approximate date of destruction or disposition.  

9. If multiple people are documenting different record series on the same form, please initial the records for each staff person. 

10. Complete the bottom section with the signature of preparer or administrator, the typed or printed name and the date.

11. Fax the signed form as soon as records are documented.  Do not wait to fill all lines.  
Send fax to 512/776-7474.

12. Contact the Records Management Office for any questions, 512/776-7635.
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