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UNITED NATIONS ARCHIVES

REQUEST FOR RECORDS DISPOSITION AUTHORIZATION
	To:  Chief, Archives and Records Centre, ARMS/CAS/OCSS

        Q-300, Ext. 3-8685

	

	From:   Responsible Official:
	     

	Title:
	     

	Unit:
	     

	Section:
	     

	Office/Division:
	     

	Department:
	     

	Certification:

I hereby certify that I am authorized to act for this office on records disposition matters.

Signature:

Date:       

	Notification to Records Originating Office:

Recommendations regarding the destruction of your records, their continued retention, or revision of a disposition authorization based on an existing retention schedule, records plan, or retention assigned by your office, must be justified on administrative or legal grounds. Your justification should be based on financial or legal accountability/responsibility or on clear programme needs.  In the space below, please describe the record series proposed for transfer, or whose disposition authorization you wish to change; cite the existing retention authority, where applicable; and state your recommendation with its justification.

Example:  Due to a recent increase in protracted negotiations between the United Nations and Member States, the Secretariat office charged with settling claims has proposed that the three-year retention period currently applicable to related financial records be extended by three years, for a total retention period of six years.

	Series Description and Proposed Disposition:

     


	Existing Disposition Authorization (e.g. Retention Schedule, Record Plan or retention assigned by records originating office):
     


	Justification:

     


	Action Taken (for Archives use only):       
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