Broward County Records Hold Request & Hold Release Form

1. Use Word to fill out this form and press the ‘Tab’ key to move from field to field.  Do not worry if words wrap to the next line.  

2. Print and then ask the named individuals to sign on their line or have them sign the form in Word.    

3. Then, do one of the following:  

a. Scan the document and email it to records_center@broward.org 

b. Fax it to 954-831-1438.  

4. Please call 954-831-1267 with any questions.  

	Date Prepared:       
	Records Center Agency Code
:       


	Elected Official:   FORMDROPDOWN 

	Department:

     
	Division:

     
	Section Name:

     


	Responsibility
	Title
	Name
	Phone (assume 954)
	Email (Use  @      for all)
	Signature

	· Places records on hold

· Releases records from hold
	Director
	     
	     
	     
	


Please:   FORMCHECKBOX 
 Place a Hold on these Boxes
 FORMCHECKBOX 
 Release a Hold on these Boxes
	Hold these Records Center Box Numbers (attach a second page, if necessary to list more boxes):  



	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


	Reason for Hold:
	Audit
	Legal
	Public Records Request

	Reference Identifier:
	     
	     
	     

	Contact Name:
	     
	     
	     

	Contact’s Title:
	      Auditor
	      County Attorney
	     

	Contact Phone:
	     
	     
	     

	Additional Comments:
	     

	     
	     


	For Records Center Use Only

	Received by:

	Received date:

	Hold Processed Date:

	Hold Release Date:


� 	New agencies may leave this blank.  Agencies that do not know their agency IDs may also leave this blank.  





Form created and last updated on:  March 10, 2008

