[image: ]Delete/Superseded Schedule Request Form

[bookmark: _GoBack]This document is used to request schedule deletion or the superseding of multiple schedules at once. By signing below, you certify that to the best of your knowledge, records in each series to be closed are no longer created, or have a final disposition date governed by an active schedule.

	Department Name:
	Department Number:

	                        
	                      

	Department Head
                     
	Division Head
                    

	Department Records Coordinator
                     
	City Records Officer
                       

	City Clerk (on behalf of the CIMC)
	Date

	                       
	     

	Option 1 – Deleting a Schedule    This option is used when the Department no longer creates or receives records for this series. 
In the Details section below, provide the date of final disposition for records in the series. Contact the City Records Center for inventory information.

	Option 2 – Superseding a Schedule   This option is used when a schedule is replaced. The Schedule entered, should be the one that will ultimately close. In the Details section below, please indicate the Global or other record schedule to which the records are being transferred.  The “Transfer To” schedule must already exist and cannot have an expired sunset date. 

	Schedule #
	Series Title
	Change Requested

	Details

	1
	[bookmark: Text1]20-9999
	Example 1
	|_| Option 1
	|_| Option 2
	Final Disposition in 2027

	2
	20-9998
	Example 2
	|_| Option 1
	|_| Option 2
	Transfer to 15-0007

	3
	       
	          
	|_| Option 1
	|_| Option 2
	     

	4
	     
	     
	|_| Option 1
	|_| Option 2
	     

	5
	     
	     
	|_| Option 1
	|_| Option 2
	     

	6
	     
	     
	|_| Option 1
	|_| Option 2
	     

	7
	     
	     
	|_| Option 1
	|_| Option 2
	     

	8
	     
	     
	|_| Option 1
	|_| Option 2
	     

	9
	     
	     
	|_| Option 1
	|_| Option 2
	     

	10
	     
	     
	|_| Option 1
	|_| Option 2
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Jim Owczarski
City Clerk
jowcza@milwaukee.gov

3 : : Bradley Houston
Office of the Common Council - City Clerk City Records Officer

City Records Center Bradley.Houston@milwaukee.gov





