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RMU HANDBOOK SECTION 3
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\ Section 5 RETURNING FILES TO THE RMU

5.1 RMUS - File Return Action Sheet

This form is filed on the left side of the file and should be used to tell the RMU the reason for
return of the file (older files do not have this form).

FILE RETURN

ACTION SHEET

@ Keep this form on the left side of the file

@ Use it to show what action is needed when the file is returned to the Records

Management Unit

To: RMU:

This file should be: (Tick the box(es) that apply)

closed and

O retumed [J slosed and put away please tick one of the
ollowing bazes to show

(55} *destroyed now p/';iy, {w'n:: xh:uld heppen next
(if eppropriate)

= The Cost Centre No is: &

(| *First Review not required, destroy on « (date)

sAuthority of HEO necessary, see Section 8 of RMU Handbook

(= Bring forward on

(date)
(up to one year ahead)

Amend as follows: )

last document[ date of first document

[J change classification to.

[J amend title to read

[J retum file after amendment
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Name (CAPITALS please) QOSEH ARY Pooley

RTR Branch i : Date IG/Q/Q o0sDivision

RMU action completed 
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