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                        Destruction Authorization

⁮Harlingen     ⁮Marshall     ⁯System 0perations     ⁯Waco     ⁯West Texas     ⁯Abilene     ⁯Breckenridge     ⁯Brownwood     ⁯Sweetwater
	Department:                                                                          Dept. Head Signature :



	*Agency Item

Number
	*Record Series Title
	*Retention

Period
	*Date of Records
	*Volume

(by the box)
	*Disposition

Method
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Date
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* Required information 

** Important: Form RMD 102, Request for the Authority to Dispose of State Records, is required before the destruction of a records series not appearing on the TSTC Records Retention

    Schedule.                    

  Legend

Disposition Method: I=Transfer to Archive  O=Review by Archivist before destruction  BD=Bulk Disposal by certified vendor (Recycling for non-confidential records/shredding for confidential records)  E=Magnetic media (erase, degaussing, data wiping or physical destruction)  R=Recycle (non-confidential records)  SH=Shred by staff (for confidential records)  T=Transfer  to Storage       

Disposition Date: Actual date sent to Archivist, handed over to certified vendor for bulk disposal, erased, etc, tossed in recycle, shred by staff, transfer to storage.

Records Manager: _______________________________________________________________      
Records Management Officer: _____________________________________________________________
Location of records transferred: _____________________________________________________________________________________________________________________________________________________
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