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add
U¶
{̂JrV
|a�rKJ{̀
aKS
�U·J̀b
rK
³̂r|̂³J
Sr̀|UXJVJS
a
daVWJ
a�U_K{
U¶
́dJ̀
aKS
~a~JV̀
{̂a{
aVJ
³aL
~à{
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G{
G{J
eggIUV{daKS
CB
Ï�fhf



������������	



���������	
��
�
��
��������
��
������������������ 
�!��"
#
$%&
'�!��"(������� )*+,(�-+.�/(.�01�2��3-!
45456768
9:;8
�<=� >%��% %??>
�++�"
#
$%&
'�++�"(>%��% %??>)*+,(�-+.�/(.�01@
A��%A? ��
B+//C
#
$%&'B+//C(A��%A? ��)*+,(�-+.�/(.�01D� A+E�-*FA+,�+F�
#
$%&
'-+E�-*F-+,�+F�)*+,(�-+.�/(.�01@
GAH�� 
<�/�C
#
$%&'<�/�C(GAH�� )*+,(�-+.�/(.�01IJ
KLLMNO
PLQO
RSLQL
NTL
TLUVTWQ
VX
YTLZJV[Q
L\YMV]LLQ
̂SV
WLYNTRLW
RSL
N_L̀U]
J̀
abcd
ǸW
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UǸ
YTVULLW
̂JRS
RSL
WLQRT[U�V̀e
i�\
NMQV
MVVYJ̀_
kV̀R]
J̀
̂SV
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Records destruction procedure State General Retention Schedule

Program/section name: Date approved by records officer:

Program staff requesting destruction: Date destroyed:
Approving Manager:

Schedule Name/ # (select from 
dropdown in space below) 

Series # (from 
schedule) Series Name (from schedule)

Retention period 
(from schedule)

Contents (any additional description 
or attach detailed list) Date(s)

State General Schedule : 166-300 0040(9)(a) Employee Personnel Records 10 years 35 files 7/6/2013

State General Schedule : 166-300 0040(9)(a) Employee Personnel Records 3 years
414 files - lots of files kept beyond 3 
years 7/6/2020

State General Schedule : 166-300 0040(19)(b) Recruitment and Selection 2 years
1210 files - lots of files kept beyond 2 
years 7/6/2021

State General Schedule : 166-300 0040(8)(c) Employee Medical Records 3 years 44 files 7/6/2020

DEQ Records Destruction Authorization Form

Human Resources/CSD

Willa Wilbanks
Penny Robertson

 Before  destroying records, email this form to your manager & RecordsRequest@deq.state.or.us to obtain authorization. 

DEQ Retention Schedule

Authorization is by email only, no signatures required.

https://ormswd2.synergydcs.com/HPRMWebDrawer/Record/5792800/File/document
http://sos.oregon.gov/archives/Documents/recordsmgmt/sched/schedule-deq.pdf
http://sos.oregon.gov/archives/Documents/recordsmgmt/sched/schedule-deq.pdf
https://secure.sos.state.or.us/oard/displayDivisionRules.action?selectedDivision=591
http://sos.oregon.gov/archives/Documents/recordsmgmt/sched/schedule-deq.pdf
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