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AGENCY NO: DATE:

MM/DD/YYYY
RECORD INFORMATION SERIES

USER 
ACTION EMPLOYEE INFORMATION PROGRAM (ownership) SCHEDULE 

ITEM 
ACTION

Add New, 
Amend 
Existing, or 
Delete User Name (Last, First)

Bureau / SAP 
cost code Bur / SAP Cost Center Name

Address                                  
(required for NEW User or if 
information changed) 

Phone No 
(Req for NEW 
users or if info 
changed)

Bureau / 
SAP cost 
code Bur / SAP cost center Name

Bureau / SAP 
Cost code (or 
Gen Sched 
Group)

Records 
Series Item 
#

Indicate 
remove 
or add 
Items
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