Records Management Procedures
Subject:   Notifying Departments about Disposition of Records 


Responsibility
Action
Records Management
1.
Prepare Notification of Records Transition [MANUAL\TRANSFER.FRM] form for each department.

a.
Use Record Number.

b.
Use Department Title if different from State Title.

c.
Determine disposition dates according to what remains in office and what is retained in storage.

d.
Indicate whether record is to be destroyed or stored.

2.
Send Notification of Records Transition form to specific department along with reminder letter of how to proceed from here and what forms to use.

a.
Filing Equipment Needs Form.
b.
Record Destruction List.
c.
Records Storage Transfer Form.
3.
Follow-up in two weeks to see how progressing.
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