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Records Management and Archives Department

IMMEDIATE DESTRUCTION OF CONFIDENTIAL MATERIALS
- Please use 1 form per box and tape it on the top of each box.
- ONLY include confidential documents and documents containing personal information.

- No newspapers, magazines, phone books, bound publications, etc.
- No office supplies, hanging files and binders.

- No CDs, diskettes, etc.
	OFFICE:

	HEAD OF THE DEPARTMENT:
	PHONE NO.:

	SIGNATURE:

(Person responsible of the documents)
	DATE:
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