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	TRANSFERRED BY:      
	DATE:      /      /   

	OFFICE/SECTION:      
	PHONE: (       )         -       

	MANAGER NAME:      

	VITAL RECORD:   FORMCHECKBOX 

 YES        FORMCHECKBOX 

 NO       

	OFFICIAL RECORD SERIES TITLE:      

	SERIES NUMBER:        Note: Only one series title per form.  Only one series title per box.
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 PAPER             FORMCHECKBOX 

 VIDEO              FORMCHECKBOX 

 MAGNETIC                  FORMCHECKBOX 

 OTHER                                                                                                                                                                     


	* RECORDS USE ONLY *
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#
	CONTENTS
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· All records returned must be in 15 X 12 X 10 size boxes.

· Records Management staff DO NOT open boxes to verify documents.  It is the responsibility of each section to ensure the contents listed hereon are the actual documents within each box for the series of Agency records.                                                                                                                                                                          

 FAX OR MAIL COMPLETED FORM FOR RECORDS PICK-UP TO: 

ADMIN RECORDS MANAGEMENT

1200 SENATE STREET SUITE 420
COLUMBIA, SC 29201
PHONE (803) 734-9260
  











 
    FAX (803) 734-9002
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	BOX
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RECORDS USE ONLY
	ACCEPTED BY: 
	

	
	(Print name of records employee)

	RECORDS EMPLOYEE SIGNATURE:
	

	DATE:
	
	TOTAL NUMBER OF BOXES:  
	



