Records Correction Cover Sheet 

Staff Member Requesting Change:  _________________________________________

Project/Task No:  _________________
File Classification Code:  ______________

Records Custodian:  ______________________________________________________

Manager: _______________________________________________________________

The above record was changed after it was submitted to the project records custodian for processing.  As a result, the following actions need to be completed:

_____
The above record was pulled/destroyed and replaced with a revised version of the record.

_____
The following pages were removed from the record item.  List page numbers that were removed.

_____
The following pages were added/replaced to the record item.  List page numbers that were added/replaced.
_____
 Other Action(s):  __________________________________________________


__________________________________________________________________


__________________________________________________________________

_______________________________________________

__________________

Records Custodian Signature (required)



Date

_______________________________________________

__________________

Manager Signature (required)




Date

Instructions for Completing the

Records Correction Cover Sheet 

Staff Member Requesting Change:  Insert the name of the project staff member who is requesting the record to be replaced/corrected.  

Project/Task Number:  Insert the project number and Task number under which the record was previously submitted.  

File Classification Code:  Insert the file classification code that was assigned to the record when it was originally processed.  

Records Custodian:  Insert the name of the person within Records Management that is processing the documents per dual storage requirements.  

Manager:  Insert the name of the manager responsible for the records.

Actions:

The above record was pulled/destroyed and replaced with a revised version of the record.  The record originator pulls/destroys the record and attaches a revised version of the record.  The revised version will replace the existing record in the project record system.

The following pages were removed from the record.  The record originator lists the pages that were removed from the record and/or attaches a copy of the revised record that will replace the existing record in the project record system.

The following pages were added to the record.  The record originator lists where new pages were inserted/replaced and/or submits a complete copy of the revised record that will replace the existing record in the project record system.

Other Action(s).  If the replacement/corrected record action does not fall within any of the criteria listed, the record originator inserts the appropriate action (including complete details of the action) to be performed by the records custodian.

Signature of Records Custodian.  The person performing all actions is required to sign.

Signature of Manager.  The manager responsible for the records is required to sign.
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