Records Management Procedures
Subject:   On-Site Records Storage (For Records Stored Less Than 5 Years)


Responsibility
Action
Department Liaison
1.
Identify storage location on Records Storage Transfer Form.

2.
Assign a sequential alpha-numeric for box number.

a.
Contact Records Management for alpha prefix.

b.
Notate this number on end of box.

3.
Send one completed Records Storage Transfer Form to Records Management.

Records Management
4.
Double check all entries on form.

5.
Transfer information into data base.

6.
File form according to destruction date.
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