Wayne

Township Public Schools
REQUISTION FOR DISPOSAL OF RECORDS

School Date
Agency # | 9. Record Series # | 10. Record Series Title/Description 11. Retention 12. Inclusive 13. Dispose 14. Volume -
Period Dates (month/year) After (month/year) Total # bx
# of years From -To (cubic feet)

* Approval Signatures as follows: Supervisor/Administrator; Director; lastly Business Administrator. You will be notified when completed for proper disposal.

Requested by: (person completing form) Comments:
Signature of Administrator: Signature of Director:
2/2/16 -DW

H:\Forms\REQUISTION FOR DISPOSAL OF RECORDS (School-Bldg).docx FORM on District Website: under STAFF; STAFF RESOURCES; ADMINISTRATIVE FORMS



	School: 
	Date: 
	Agency Row1: 
	9 Record Series Row1: 
	10 Record Series TitleDescriptionRow1: 
	11 Retention Period  of yearsRow1: 
	12 Inclusive Dates monthyear From  ToRow1: 
	13 Dispose After monthyearRow1: 
	14 Volume  Total  bx cubic feetRow1: 
	Agency Row2: 
	9 Record Series Row2: 
	10 Record Series TitleDescriptionRow2: 
	11 Retention Period  of yearsRow2: 
	12 Inclusive Dates monthyear From  ToRow2: 
	13 Dispose After monthyearRow2: 
	14 Volume  Total  bx cubic feetRow2: 
	Agency Row3: 
	9 Record Series Row3: 
	10 Record Series TitleDescriptionRow3: 
	11 Retention Period  of yearsRow3: 
	12 Inclusive Dates monthyear From  ToRow3: 
	13 Dispose After monthyearRow3: 
	14 Volume  Total  bx cubic feetRow3: 
	Agency Row4: 
	9 Record Series Row4: 
	10 Record Series TitleDescriptionRow4: 
	11 Retention Period  of yearsRow4: 
	12 Inclusive Dates monthyear From  ToRow4: 
	13 Dispose After monthyearRow4: 
	14 Volume  Total  bx cubic feetRow4: 
	Agency Row5: 
	9 Record Series Row5: 
	10 Record Series TitleDescriptionRow5: 
	11 Retention Period  of yearsRow5: 
	12 Inclusive Dates monthyear From  ToRow5: 
	13 Dispose After monthyearRow5: 
	14 Volume  Total  bx cubic feetRow5: 
	Agency Row6: 
	9 Record Series Row6: 
	10 Record Series TitleDescriptionRow6: 
	11 Retention Period  of yearsRow6: 
	12 Inclusive Dates monthyear From  ToRow6: 
	13 Dispose After monthyearRow6: 
	14 Volume  Total  bx cubic feetRow6: 
	Agency Row7: 
	9 Record Series Row7: 
	10 Record Series TitleDescriptionRow7: 
	11 Retention Period  of yearsRow7: 
	12 Inclusive Dates monthyear From  ToRow7: 
	13 Dispose After monthyearRow7: 
	14 Volume  Total  bx cubic feetRow7: 
	Agency Row8: 
	9 Record Series Row8: 
	10 Record Series TitleDescriptionRow8: 
	11 Retention Period  of yearsRow8: 
	12 Inclusive Dates monthyear From  ToRow8: 
	13 Dispose After monthyearRow8: 
	14 Volume  Total  bx cubic feetRow8: 
	Requested by: 
	Comments: 


