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INSTRUCTIONS:  Submit one copy to the PHMC for every group of Records Action Requests (STD-64s) made for the same Department and Organization Code and for any deletions for that Department.  Include reason(s) for records deletion.  Signature of the Records Legal Liaison is mandatory only if any deletions are included; otherwise Legal Liaisons is on each STD-64.  

	Section 1:   Contact Information

	1. Agency Name

	     

	2. Deputy/Bureau/Division Name

	     

	3. Department/Bureau SAP Cost Center Code


	            /      

	4. Contact Person/Telephone


	                                      /      


	5. Date


	     

	Section 2:  Complete one entry for each deletion. Explain why item is to be deleted in Records Series Title Field.  See below for format and disposition codes.  
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of Action
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	Section 3:  Complete one entry for each STD-64. See below for type of action, format and disposition codes.  

	Type

of Action
	Record
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Number
	Record Series Title
	Format
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	Disposition
Code
	Archives
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	Section 4: Approvals

	Agency Legal Liaison

	Signature
	Date

	
	     
	     

	Requesting Agency Signature

  (Agency Head)


	Signature
	Date

	
	     
	     

	Executive Director

PA Historical & Museum Commission
	Signature
	Date

	
	     
	     


	Type

of Action
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	Type of Action
	Format Codes
	Disposal Codes

	A - Add

M - Amend

D - Delete
	1 – Paper (photos)

A - Microfilm

B - Electronic
	C - Audio/Visual (CDs, DVDs, etc)

D - Cartographic
	1 - Routine Handling

2 – Archival Review

3 – Special Handling
	5-  Return to Agency

6 - Delete

7 - Review - Agency & Archives


	Type of Action
	Format Codes
	Disposal Codes

	A - Add

M - Amend

D - Delete
	1 – Paper (photos)

A - Microfilm

B - Electronic
	C - Audio/Visual (CDs, DVDs, etc)

D - Cartographic
	1 - Routine Handling

2 – Archival Review

3 – Special Handling
	5-  Return to Agency

6 - Delete

7 - Review - Agency & Archives



