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THE OHIO STATE UNIVERSITY University Archives

CERTIFICATE OF RECORDS DESTRUCTION INSTRUCTIONS

This editable PDF can be completed electronically and emailed to University Records Management (URM). Please follow the instructions below:
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Date Prepared: Date that the CRD is filled out.

Proposed Date of Destruction: Estimated date destruction will occur after URM approval is given, unless otherwise noted by URM.

Department/Unit: Name of college/department and unit requesting destruction. Ex: College of Medicine, Radiology.

Prepared By: Authorized person completing the CRD. Note: Must not be a student worker.

Title: Title of authorized person completing the CRD.

Preparer’s Signature: Must be signed by person completing the CRD. CRDs submitted without a signature will be returned and may delay processing.

Forms can be signed 2 ways:

»  Click the “Fill and Sign” tool (purple pencil). Select “Sign” at the top and drag signature to box. See instructions above for Affix Adobe digital signature.

»  Print, sign, scan (Email submit button does not work using this method)

Preparer’s Email: OSU email address of the person completing the CRD and to whom URM will direct questions.

Preparer’s Phone #: OSU phone number of the person filling out the CRD and to whom URM will direct questions.

Records Management Approval: To be completed by URM.

Records Management Notes: To be completed by URM.

RG#: To be completed by URM.

Record Series/Type: List 1 record series per row. (Found in the left column of retention schedules.) Additional notes may be included for your reference.

Ex: Time-keeping Documentation (work study timesheets) or Student Coursework: Used for Grading (mid-term examinations)

¢ Inclusion Dates: Include start and end dates for each record series as MM/DD/YYYY. These dates determine how retention is calculated. If retention is
Active +, retention will start from the triggering event, not necessarily earliest date in the file. Ex: Personnel Files (Active +6) starts when an employee
terminates, not the earliest record in the personnel file. Ex: Destroying records for all employees who separated during 2012; Date range:
01/01/2012-12/31/2012.

+» Official Record or Local Copy: Is the record Official Record or Local Copy? If requesting to destroy local copy only, indicate location of the official record.
i.e. OnBase, WorkDay, eRequest; or indicate which unit is the official record holder.

« Schedule Type: Check the box on which retention schedule the record series is found: either OSU General Schedule or your unit’s unique schedule.
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After receiving URM approval, destroy records according to the disposition method noted on the Retention Schedule. Ex: Destroy, Destroy — Secured.

%+ Please note: If the disposition for your record series indicates Archival Review or Transfer to University Archives, do not include the record series on the
CRD. Contact University Archives at archives@osu.edu to request an accession form for submission.
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