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	DEPARTMENT/OFFICE NAME:


	RECORDS CORDINATOR/CUSTODIAN:


	DATE:



	BOX

NO
	RECORD SERIES AND DESCRIPTION
	RECORDS DATES
	APPROVED RETENTION
	DESTRUCTION AUTHORITY
	*
	EXCEPTIONS & JUSTIFICATIONS (*) CHECK EXCEPTIONS & STATE JUSTIFICATION
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	NOTE:

1. The above listed Public Records, in the custody of EWU Records Center, are eligible for destruction as approved by the Washington State Records Committee, in accord with provisions of RCW 40.14

2. Please advise if there is any cause for retention of any eligible record listed beyond the scheduled period.  Please review, sign, date and return this form to Nicole Vermillion, Human Resources, Records Management, 314 Showalter Hall. (Courtesy Notice Only.  EWU Human Resources will not assume responsibility for the retention of records listed beyond the authorized disposition if a response to this notice is not received within 10 business days of issue.)

3. Use this listing to delete items from your Records Transmittals.  This will assure your maintenance of an up-to-date listing of records in the custody of the EWU Records Center.


	SIGNATURE OF RECORDS COORDINATOR OR CUSTODIAN:


	DATE:


Records Destruction Notice


Note:  Departmental notice to EWU Records Center for records in the custody of the department ready for destruction.


  Please review, sign, date and return.








Human Resources


Records Management


314 Showalter ● 359-6995








