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Record Management Retention Schedule

Manager s Name : Dept. Name :

Co-ordinator s Name : Aresa :

Schedule List No.

Item Record Series Name of Records Office Center | Total
Storage Period

this Retention Schedule.

This certify that I have reviewed the accuracy and completeness of

Manager Record Manager

Signature/Date Signature/Date

Co-ordinator

Signature/Date
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Record Destruction Notice
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Item#t per Record Title Record Period
Rttn Sch. (Year)
Approval
Dept. Manager : Date :
Record Manager: Date :
Store Date : Destruction Date :
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