Records Management Procedures
Subject:   Requests for Additional Filing Equipment or Storage Boxes


Responsibility
Action
Requester
1.
Complete Filing Equipment Needs Form.

2.
Send completed form to Records Management Coordinator.

Records Management
3.
Evaluate request against control schedule, and annual records use.

a.
An on-site inspection may be necessary.

4.
Notify requester of decision.

5.
Notify Purchasing of decision.
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