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1. This form is for a retrospective scanning project (digitizing stored documents where the record of copy will be retained and the paper will become a copy 
that can be destroyed) or for a similar microfilming project. Note: If you complete the form with electronic signatures, which is recommended, you 
will need to save the form as a new document with your initials at the end prior to sending it to the RMLO. 

2. Send completed form to RMLO@ucf.edu (the final column will be filled out after approval). 
3. You will receive approval (or further discussion) from the RMLO.  Once you receive approval, you may destroy the records in the appropriate manner.
4. After you destroy the records, complete the disposition method and date completed column (far right) and sign the disposition certificate at the bottom. 

Return the completed form to the RMLO to complete this disposition

Instructions

http://admfin.ucf.edu/records-management
mailto:rmlo@ucf.edu
mailto: rmlo@ucf.edu
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