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FOR A BETTER URBAN FUTURE






KNOWLEDGE MANAGEMENT SUPPORT UNIT
REQUEST FOR RECORDS DESTRUCTION 
	REQUESTED BY:
	 
	 
	 
	 
	 

	 
	Section Chief’s Signature
	 
	Section
	 
	Date

	 
	Records Coordinator:
	 
	Phone:
	 

	 

	APPROVED BY:
	[1]
	 
	 
	 

	 
	Section Chief
	 
	Date

	 
	[2]
	 
	 
	 

	 
	Chief, Information Services Section
	 
	Date

	Records to Be Destroyed

	Record Series Title
	Dates
	Quantity
	Retention Schedule #
	Item #

	1.
	 
	 
	 
	 
	 

	2.
	 
	 
	 
	 
	 

	3.
	 
	 
	 
	 
	 

	4.
	 
	 
	 
	 
	 

	5.
	 
	 
	 
	 
	 

	Records Security Classification   
	  Public
	Confidential
	 
	Total Quantity

	 

	Certification of Destruction

	I hereby certify that the records listed above were destroyed on (date):
	 
	Means of Destruction

	
	
	
	Other (describe):
	 

	 
	 
	 

	Signature
	 
	Title

	When completed, return to Information Management Unit, Information Services Section UN Habitat.

	 Enter the following information for each record series to be destroyed;

1. Title: The records series title as it appears on the records retention schedule.

    Dates: The covering dates of records to be destroyed 

    Quantity: The Number of boxes to be destroyed

    Retention Schedule No: The number that correspondence to the series on the retentions Schedule

2. Indicate the box numbers of any records that are confidential

3. Attach copies of relevant pages from the Records Disposal/Retention Schedule

4. After records are destroyed, the shredding vendor should complete the certificate and return to Information Management Unit, Information Services Section 


	


