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Office of Information Systems CORPUS CHRISTI INDEPENDENT SCHOOL DISTRICT



2525 Belton Street, Corpus Christi, Texas 78416 Office: (361) 878-3932 Fax: (361) 878-4860 Website: www.ccisd.us



RECORDS DESTRUCTION REQUEST FORM This form must be completed and approved prior to materials being picked up for destruction. Mail/Fax/E-mail form to: Mail: Office of Information Systems; TSC; 2525 Belton St.; Corpus Christi, TX 78416; E-mail: [email protected] or, Fax: 878-4860. School/Department/Office



Date:



Campus Contact Name and Telephone Number (Please print) Pick-up Address



Room No. Street Address



Please refer to the Texas State Library and Archives Commission (TSLAC) Local Retention Schedule Description of Records (duplicate as needed)



Box No.



Box Contents If records are mixed, all types of records and dates must be described within each box.



Inclusive Dates (contents in box)



TSLAC Local Schedule Record Number



___ of ___ ___ of ___ ___ of ___ ___ of ___ Principal/Supervisor Signature_________________________________________________



Date____/____/____



Campus Records Manager Signature____________________________________________ (if other than the Principal)



Date____/____/____



For Records Management Program Use Only Destruction Request:



___



Approved



___ Not approved



Pick-up Date___/___/___



District Record Manager_____________________________________________ Date___/___/___



Comments: Records Destruction Form Number:



Office of Information Systems CORPUS CHRISTI INDEPENDENT SCHOOL DISTRICT



2525 Belton Street, Corpus Christi, Texas 78416 Office: (361) 878-3932 Fax: (361) 878-4860 Website: www.ccisd.us



RECORDS DESTRUCTION REQUEST FORM (CONT'D) Description of Records



Box No.



Box Contents If records are mixed, all types of records and dates must be described within each box.



___ of ___ ___ of ___ ___ of ___ ___ of ___ ___ of ___ ___ of ___ ___ of ___ ___ of ___ ___ of ___ ___ of ___ ___ of ___ ___ of ___ ___ of ___ ___ of ___ ___ of ___ ___ of ___ ___ of ___ ___ of ___ ___ of ___ ___ of ___



*** Use additional pages as needed.



Inclusive Dates (contents in box)



TSLAC Local Schedule Record Number
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