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OFFICE OF PROPERTY MANAGEMENT
RECORDS COORDINATOR 
APPROVAL FORM



RECORDS COORDINATOR APPROVAL 
Facility/Region/Department/Central Offices

[bookmark: Text1][bookmark: _GoBack]Date: _     ________________________

The following employee is hereby designated to serve as Records Coordinator for the 
[bookmark: Text2]_     _____________, facility/region/department/central office location.

[bookmark: Text3]Print Name of Coordinator: __     _________________________
Office Location Address:
[bookmark: Text4]__     ____________________
[bookmark: Text5]__     ____________________
[bookmark: Text6]__     ____________________
[bookmark: Text7]__     ____________________

Change of Coordinator
[bookmark: Text8]I hereby change the Records Coordinator from __     ____________________ to
[bookmark: Text9]___     _____________________.
Authorization

[bookmark: Text10]Print Name and Title of Approving Authority___     ________________
Signature and Date of Approval: _______________________________________
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