Revised January 2009

Alabama Department of Agriculture & Industries
RECORDS CONTROL SHEET

	Office Name
	     

	Office Records Liaison Name
	     

	Supervisor’s Name
	     

	Today’s Date
	     


CONTENTS of This Box
	Beginning Date (Month/Year)
	     

	Ending Date (Month/Year)
	     


	The “Ending” Date is in “What” Fiscal Year?
	     

	What is the Retention Time According to your RDA Manual?
	(add)        +         yrs

	This is the Year this Record Can be Destroyed
	       


Instructions:  Make 4 copies of the Records Control Sheet for Each Box*
    (1) Keep 1 copy for your file - (This will be replaced later when transfer is completed)

    (2)(3)&(4) Place inside Box (When transfer is complete, one will be returned to you; others will be kept by A.R.O.)
                DO NOT MARK ON THE OUTSIDE OF THE BANKER BOXES – these boxes are re-used over & over
* When you have boxes ready, contact General Services Office to Request someone to pick up boxes *

	This Sheet is for Box #
	     
	of
	     
	Boxes


CONTENTS OF THIS BOX: (Refer to your RDA manual)

	Subfunction: 
	     

	Name of Record:
 
	     

	Description: 


	     

	Notes: 
	     


	


 (Bottom Portion of this Form to be Completed by Agency Records Officer)
	Date Control Sheet Received from Office
	

	Date Box Processed in Room 4
	


	                    Box Location  

                                                            Section :
	

	                                                                    Row :
	

	 Box  :
	


	Agency Records Officer’s Signature


	


	Date Box Destroyed
	


