AGENCY LETTER HEAD

Date
Laurence Brewer, Director Life Cycle Management Division

NARA-NWML

8601 Adelphi Road

College Park, MD 20740-6001

Dear Mr. Brewer:

I am filing the attached report with your office to document an incident where records in the (Office, location, etc.) were accidentally damaged/destroyed.  (Briefly describe the cause, such as “A water main break, in our map room, drenched several shelves of stored records…).  The [agency unit] has already begun appropriate steps to mitigate the damage and protect other records within this location.

Our attached report follows the requirements listed under 36 CFR Part 1230 – Unlawful or Accidental Removal, Defacing, Alteration, or Destruction of Records, §1230.14.  You may contact me, [Name, Title, Agency, phone, fax, and e-mail] if you have any questions.

Sincerely,

Name

Title

Attachment

Unlawful or Accidental Removal, Defacing, Alteration, or Destruction of Records

[Date of incident]

Office of Origin:

Statement of the Exact Circumstances surrounding the damage to the records:

Safeguards established to prevent further loss of documentation:

Details of the actions taken to salvage, retrieve, or reconstruct the records:

	Amount Destroyed in Cubic Feet
	Description of Records
	Dates of Records


	Active

or Inactive
	Records Schedule Identification Number
	Status

Permanent or

Temporary

	Estimate this category and the one below to make up the total 


	SAMPLE

Cartographic records prepared during intermediate states of publication. Scribed plastic sheets, color separation sheets, photographic negatives, glass plate negatives, enlargements or reductions, color pulls, proof copies subject to final revision.
	
	
	Actually cite agency manual / schedule specific item.
	 

	

	“Correction file” maps annotated to show corrections to be incorporated into the next edition of the published maps, and similar items whose informational content is duplicated by final published map.
	
	
	Actually cite manual / schedule specific item.
	


