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	Agency
Non-Archival Records Destruction
	Department of Executive Services
Records and Licensing Services Division
Archives and Records Management
Records Management 206-477-6889
GBB-ES-0210



Completion of this form is required before an agency may destroy its records, per INF-15-3-3-EP. This form may be used for destruction or deletion of records by the agency or an external vendor. (For destruction by the King County Records Center, please use the “Records Center Destruction Form” available at https://www.kingcounty.gov/recordsmanagement.)
	Instructions
1. Complete sections 1 and 2 of this form.  In section 2, enter each unique record series on its own line (one line per record series). Include the official series title and any additional information necessary to describe the records.
1. Email the form as a Word attachment (with only sections 1 and 2 completed) to your agency’s Disposition Authority for review.  
2. The Disposition Authority will review the form and may reach out with questions or corrections. 
3. The Disposition Authority must complete and sign section 3, prior to destruction and return the completed form to the submitter for destruction of the records. They can sign the form using whatever method (Adobe, DocuSign, typed name, inked signature, etc.) works for your agency’s business needs.
4. Per GS50-09-06R1, the final record of destruction must be retained permanently. File the final version to Content Manager in the category “Destruction of Public Records”. Do not send the completed form to Records Management.



	1.
	To be completed by submitter

	Department

	Division

	Section


	Prepared by (name)

	Date prepared

	Phone number
	



	2. 
	To be completed by submitter Most of this information can be found on records retention schedules available at https://www.kingcounty.gov/recordsmanagement. Contact records.management@kingcounty.gov or 206-477-6889 with any questions. (add additional lines as needed)

	Vol
	Series Title/Description
(locate on retention schedule)
	Cutoff and Retention
(locate on retention schedule)
	Archival Designation
(locate on retention schedule)
	Disposition Authority Number (DAN)
(locate on retention schedule)
	Cutoff Date
(enter date)
	Date Eligible for Destruction
(enter date: Cutoff Date + Retention Period)

	63 folders
	Employee Training History Files – PTO training files, separated employee. Dated 1990-2009, last termination date 12/31/2009	
                      SAMPLE
	Cutoff: Termination of employment

Retention: 6 years
	Not Archival
	GS50-04G-01
	12/31/2009
	1/1/2016

	
	


	
	
	
	
	

	
	


	
	
	
	
	


	3.
	Approval by agency’s Disposition Authority
	To the best of my knowledge, I certify that the records on this form have met their legal retention requirements and are not subject to any active or impending Public Disclosure Request, audit, investigation or litigation.

	
	Name


	Date

	Signature





Note: sign the form using any method that works for your business needs. Options include: Adobe, DocuSign, typed name, or an inked signature. 
[bookmark: _GoBack]
	To be completed by the submitter after completion of sections 1-3, when the records are destroyed

	4.

	
	Date of Destruction
	Name of Person Performing Destruction





	Method of Destruction

	Recycle
	Shred
	Delete
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