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[bookmark: _Hlk102045269]Archiving Request
	Archiving request date
	

	Document owner (Department, Team)
	

	Title (Requestor)
	

	Name (Requestor)
	

	Date / Signature (Requestor)
	



	[bookmark: _Hlk109035437]BOX № / FOLDER №
	Document (s) title
	Document (s) date (issuance/ approval date/period)
	Unique code(s) /number(s)
	Document(s) type
	Proposed revision date (archiving request date + retention period)
	Document(s) size (pages, folders)

	
	
	
	
	
	
	


[bookmark: _Toc93649456][bookmark: _Toc93673001][bookmark: _Toc93673038][bookmark: _Toc93673097][bookmark: _Toc93673131][Add lines as required]

	Documents archiving ☐ accepted ☐ not accepted by e.g., Archiving Specialist
Comments, if not accepted: ____________________________________

	Name
	

	Date
	

	Signature
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