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Record Pick Up Request 

Submit to  Master Records Clerk 

(Only one line per box) 
 

 

Department:     Date:    Director/designee:      

Schedule Number  
(See Record 

Retention 
Schedule) Description 

List other media on 
which this record 

series is being stored 

Inclusive Date 
of Record           

From     -   To  Shred Date 

          

          

          

          

          


