CERTIFICATION OF RECORDS DISPOSAL

Certification Number

INFORMATION TECHNOLOGY DEPARTMENT 2016379

RECORDS MANAGEMENT

Complete and Return By:
June 30, 2017

SFN 7694 (2-2016)

Agency Division
City Records Management, City of; City Office:
INSTRUCTIONS

1. Review your Records Retention Schedule and Records Disposal Report to identify any changes to existing record series or additions and

deletions to the Records Retention Schedule. This includes any changes to the retention periods assigned to the record series. Mark the
appropriate Schedule Review box below.

2. Verify that the records approved for disposal or transfer to the State Archives have been handled as specified in the attached Records
Disposal Report. Make a note on the Records Disposal Report if you are not transferring or disposing of any records that are listed on the
report. Mark the appropriate Records Disposal box below.

3. Enter the total inches of records disposed under the appropriate size. Measure from the front of the drawer or box to the back OR the

height of the records stacked on the floor or desk. For electronic records deleted, track the volume of Megabytes (MB) and enter under
the Electronic column below.

Sign and date the Agency Certificate of Schedule Review and Records Disposal below.

4. Contact the State Archives to transfer records designated as historical. When records are transferred, include your agency-specific
Records Disposal Report and this signed Certification of Records Disposal with the records being transferred. The State Archivist
or designated representative will sign the Certificate of Transfer.

5. If no records are designated for transfer to the State Archives, send your agency-specific Records Disposal Report and this signed
Certification of Records Disposal to ITD, Records Management, 4201 Normandy St, Bismarck, ND 58503-1324.

AGENCY CERTIFICATE OF SCHEDULE REVIEW AND RECORDS DISPOSAL

1. Schedule Review (Check One)

[l
n

| certify that | have reviewed the Records Retention Schedule and it is correct,

 certify that | have reviewed the Records Retention Schedule and corrections are required. The Record Series Description(s)

(SFN 2042) necessary to make the corrections will be sent to ITD Records Management or are attached.

2. Disposal Review (Check One)

[
[

I certify that only those records approved on the ND General Records Retention Schedule or the attached agency-specific Records
Disposal Report have been transferred or disposed by the specified methods.

| certify that records have not been disposed as specified on the Records Disposal Reports and that this office is not in compliance
with the records management program as specified in NDCC Chapter 54-48.

Explain Reason:

3. Disposal Volume - Estimate the total inches disposed or electronic storage space (MB) recovered and enter below,

Size of | Letter Size Legal Size | Size Size Size Electronic | Microfiche | Roll Microfilm
Records | g 1/2 X 11 8 1/2 X 14 X X X (MB) 53/4X4 |412X4172
Inches
or MB
Signature of Employee Certifying Disposal Telephone Number Date

4,

CERTIFICATE OF TRANSFER TO STATE ARCHIVES

| certify that the following records (title/control number) were transferred to the State Historical Society/
Designated Repository:

Date of Transfer

State Archivist/Designated Representative

Date
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