Records Management Procedures
Subject:   Returning Record(s) to Off-Site Storage


Responsibility
Action
Records Management
1.
Notify department of record(s) checked out.

Department Liaison or Head
2.
Deliver record(s) to Records Processing Center at prearranged time.

Records Management
3.
Check contents against original Records Storage Transfer Form.

a.
If discrepancy exists, notify department.

4.
Contact Angelo Archives to pick up box(es).

5.
Note "returned by" date on data base.
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