
    
 

 

 
    

          

  
       

  

  

    
 

       

 

 
    

 

   
    

 

  
         

    

 

    
 

     
    

Records Management Program – 
Destruction Authorization 

Please type or print information clearly 

Contact Information 
1. First Name 2. Last Name 3. Telephone 

4. E-mail Address 5. Department 6. Building Number 7. Room Number 

Description Information 
8. Description of document(s) to be destroyed. Attach the Records Management Program – Storage Inventory Record form (F.07.008). 

9. Box(es) Identification Number/Fiscal Year 

10. Destruction date 

Authorization for Destruction of Contractor Records 
Department Manager/Record Owner 
11. First Name 12. Last Name 13. Date 

14. Signature 

Director 
15. First Name 16. Last Name 17. Date 

18. Signature 

Prime Contract Manager 
19. First Name 20. Last Name 21. Date 

22. Signature 

Verification of Destruction 
23. Contents of box(es) have been verified to be destroyed  Yes      No 

24. First Name 25. Last Name 26. Date 

27. Comments 

Note: Send completed form to fnldocs@mail.nih.gov or mail completed form to Records Administrator, ATRF-MSD 
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Records Retention Program – Destruction 
Authorization – Instructions 

1.	 First name of contact. 

2.	 Last name of contact. 

3.	 Telephone number of contact. 

4.	 E-mail address of contact. 

5.	 Department of contact. 

6.	 Building number of contact. 

7.	 Room number of contact. 

8.	 Description of document(s) to be destroyed. Attach the Records Management Program – Storage Inventory 
Record form (F.07.008). 

9.	 Box(es) identification number/fiscal year. 

10. Destruction date. 

11. First name of department manager/record owner. 

12. Last name of department manager/record owner. 

13. Date signed by department manager/record owner. 

14. Signature of department manager/record owner. 

15. First name of director. 

16. Last name of director. 

17. Date signed by director. 

18. Signature of director. 

19. First name of prime contract manager. 

20. Last name of prime contract manager. 

21. Date signed by prime contract manager. 

22. Signature of prime contract manager. 

23. Check yes or no to indicate if contents of box(es) have been verified to be destroyed. 

24. First name of person verifying destruction. 

25. Last name of person verifying destruction. 

26. Date signed by person verifying destruction. 

27. Comments from person verifying destruction. 

Note: Send completed form to fnldocs@mail.nih.gov or mail completed form to Records Administrator, 
ATRF-MSD 

922 3/2015	 Page 2 of 2 
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