Records Retention Schedule Change – Local Government Request form
PURPOSE: This form is used to request creation of a new record series, to change retention periods, or to delete a record series or change in an existing records retention and disposition schedule for official records, as required by NRS 239.125. Based on the information you supply, an appraisal of the records will be made and a draft retention schedule prepared for your agency’s review. Appropriate approval procedures must be followed and completed by the Administrator of the Nevada State Library and Archives before revisions become effective.
INSTRUCTIONS: Complete a separate copy of this form for each individual records series. After completing this form send it to:

Nevada State Library and Archives

Records Management Program

Attn. Jerry Lindsay
100 N. Stewart Street
Carson City, NV 89701-4285

Or fax the form to 775/684-3426

Or email the form to glindsay@admin.nv.gov
For more information or help, please call the Records Management program at 775/684-3411 

Agency Contact information

Name: 


Department/Division/Section/Program (do not abbreviate)

Telephone: 




E-mail: 



Records Officer 

Name: 
     
Telephone: 
      



E-mail: 
     
Change Requested (check one)

 FORMCHECKBOX 
 Add new records series  FORMCHECKBOX 
 Delete existing records series


 FORMCHECKBOX 
 Change retention period of LRDA #      

 FORMTEXT 
     
Record Series Title or Proposed Title:

Description of Records:

List the purpose or use of the record, its contents and inclusive dates

List some of the specific types of records (correspondence, publications, maps, job applications) included in this series of records.

Access:

 FORMCHECKBOX 
 Confidential

 FORMCHECKBOX 
 Restricted

 FORMCHECKBOX 
 Public Record

Suggested retention period for records:
 FORMCHECKBOX 
 Destroy after      years.

 FORMCHECKBOX 
 Microfilm or digitally scan records. 
 FORMCHECKBOX 
 Other: 

Reasoning for suggested retention period:


Notes and special considerations:
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