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department should take the time to go through all records and materials prior to 
disposal.  Once Request for Authority to Dispose of Records is approved by the 
State the Controller’s Office will notify the department of the approval.   

 
C. Certificate of Destruction 

 
After proper disposal of records the department should complete the Certificate of 
Destruction Form SSARC 933 and send a signed copy to the Controller’s Office. 
The department should also keep a copy in their files for future reference.  


