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	 Connecticut State Library

Office of the Public Records Administrator

State Records Center

	
	
	198 West Street

Rocky Hill, CT 06067

www.cslib.org/publicrecords
	P: (860) 721-2041

F: (860) 721-2055

E: CSL.RecordsCenter@ct.gov

	INSTRUCTIONS:
· Use this form to request retrieval or permanent removal of records from the State Records Center. Send the request as an e-mail attachment to CSL.RecordsCenter@ct.gov. For emergency or time-sensitive requests, you can also call in your request. Use the “Permanent Withdrawal” column to indicate if the file/box will be returned to Agency Control permanently. If you are a “covered entity” under HIPAA, you should implement technical security measures to guard against unauthorized access to ePHI.

	AGENCY (include division):
     
	PERSON REQUESTING:

     
	DATE OF REQUEST:

     

	AGENCY ADDRESS (for courier deliveries):
     
	PHONE:

     

	
	DESCRIPTION
(file name / file no. / box no.)
	RECORDS CENTER LOCATION NO.
	RC-100 ACCESSION NO.
	FILE OR          BOX
	DELIVERY METHOD
	PERMANENT WITHDRAWAL
	SENT
	REASON NOT FILLED
	DATE RETURNED TO RECORDS CENTER

	1. 
	     
	     
	     
	 FORMCHECKBOX 
 FILE

 FORMCHECKBOX 
 BOX
	 FORMCHECKBOX 
 COURIER

 FORMCHECKBOX 
 PICKUP
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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	 FORMCHECKBOX 
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 FORMCHECKBOX 
 BOX
	 FORMCHECKBOX 
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	 FORMCHECKBOX 
 FILE

 FORMCHECKBOX 
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	 FORMCHECKBOX 
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	 FORMCHECKBOX 
 FILE
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 FILE
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	 FORMCHECKBOX 
 COURIER
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 PICKUP
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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	 FORMCHECKBOX 
 FILE

 FORMCHECKBOX 
 BOX
	 FORMCHECKBOX 
 COURIER

 FORMCHECKBOX 
 PICKUP
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	 FORMCHECKBOX 
 FILE

 FORMCHECKBOX 
 BOX
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 COURIER

 FORMCHECKBOX 
 PICKUP
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	 FORMCHECKBOX 
 FILE

 FORMCHECKBOX 
 BOX
	 FORMCHECKBOX 
 COURIER

 FORMCHECKBOX 
 PICKUP
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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	 FORMCHECKBOX 
 FILE

 FORMCHECKBOX 
 BOX
	 FORMCHECKBOX 
 COURIER
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 PICKUP
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	 FORMCHECKBOX 

	
	

	11.
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 FILE
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 BOX
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 COURIER
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 PICKUP
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