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Changes 
(Use DCN CONTINUATION SHEET for Additional Space) 

Replace existing EMD Record Transmittal Form with attached Record Transmital form. 
NOTE: The new form is double-sided. 

Delete page 13 of 21 

Insert "Instructions for Completing Records Transmittal Form" after item number 1 
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istification (Reason for Change - Provide Numbers To Reference Corresponding Items Above) 

1. New form will comply with ERM Record Centers additional requirements. 
3. Instructions will educate the division on properly completing the New Records Transmittal Form. 
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rubmltllng documents (Records Source andlor Recopds Coordinator) must complete all of the numbered 
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Always enter 'ERM Records Center' 

Extension: Records Source telephone number I 4  
Contract Number: Subcontract number if applicable 

Responsible EGBG Authority: The responsible EG6G manager who 
authenticates subcontractor submitted documents prlor to their 
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Number of Pages: The btal number of pages in the document 
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i I Authenkator Slgnature: Enter a signature on lhe line ONLY If the 
originator of the documents b an E060 SUBCONTRACTOR. The 
signature should be that of the Responsible EWG Authority who 
can attest that the document is correct and complete. 
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actually transmitting the records. 

NOTE: The Records Coordlnator should make a copy of the Records Transmittal form prior to 
.__ transmining it to the ERM Records Center. When the Center accepts the records listed on the form, if?; -- 

' K  shall send the Records Source an Acknowledgement Copy. 
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