Records Management Procedures
Subject:   Requesting Record(s) from Off-Site Storage


Responsibility
Action
Department Liaison or Head
1.
Contact Records Management (ext. 405) to request record needed.

2.
Provide the following information:

a.
Box Number, if known.

b.
Record Title and Number, including description if necessary.

c.
How long record(s) will be needed.

3.
Expect delivery to Records Processing Center within 24 hours.  If needed sooner, let Records Management know.

Records Management
4.
Verify box is still in storage and not destroyed.

5.
Contact Angelo Archives for delivery.

6.
Notify department of delivery.

a.
Flag a "return by" date on record(s).

7.
Note "return by" date on data base.
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