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REQUEST TO USE THE STATE RECORDS CENTER
The State Records Center provides low-cost, secure storage for records that must be maintained for audit, fiscal, legal, or administrative needs, but are no longer used frequently enough to justify storing the records on-site, which is generally more expensive. Services of the State Records Center are available to all state agencies and include box pick-up, storage, retrieval, and destruction.

	Sender (Records Officer or Liaison):
	     
	Date:
	     

	
	
	
	

	Agency/Department/Division/Office:
	     


Please use your approved record schedule to complete this form. 
	Record ID   on Schedule
	Series Title on Record Schedule
	Old Series No. (if known)
	For VSARA Use Only

	
	
	
	New Series No.
	Updated?

	1246.1129.020
	Prosecution / Litigation Files
	CA-006
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Signature of Records Officer or Records Liaison
Date Signed
Please send all completed forms to the address above (Attn.: Records Analysts) or send by e-mail to rim@sec.state.vt.us. Forms submitted by e-mail must be sent directly from the records officer or liaison.







Once the request is received, a VSARA records analyst will contact the above records officer or liaison to facilitate use of the State Records Center, including the establishment of agency file plans to document, coordinate and enable the efficient transfer of files from the agency to the State Records Center and the effective application of record retentions authorized in record schedules. Records appraised as archival that will be transferred through the State Records Center before going into the State Archives shall be governed by a separate transfer agreement specific to the Vermont State Archives.  
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