Off-Campus Record Storage Procedure

1. Departments affected:

All Departments

2. Scope:  This procedure describes the process for retrieval, destruction, pick up and re-file of Cuesta College off-campus storage records (to include business records, film or video tape, and/or x-rays).

3. Terms and Definitions:

Customer Inventory Listing: Listing maintained by Vendor that identifies department, customer reference number, item description, retention period and destruction date of all records in off-campus storage facility.

Customer reference number: Records identification number used on the Vendor’s Customer Inventory Listing .

Destruction Date: Date (indicated by departments) records are to be destroyed.

Pick-up Form: Form used to request pick-up at Cuesta College of new or re-file records. (see attachment A)

Retreival/Destruction Form: Form used to request delivery or fax of stored records. Also used to request destruction of specific records. (see attachment A)

Re-file records: Records that are awaiting pick-up at Cuesta College, previously delivered (by request), from records storage facility. (see attachment A)

Retention Period: Amount of time indicated for records storage before destruction (i.e., seven years). Also can be used for comments “Do Not Destroy”.

4. Procedure:

Pick up of new or re-file records

Departments must appropriately label new box records for storage using a standard file box (10 x 12 x 15) or a banker box.(see attachment B)

Department fills out Pick Up Form (see attachment A) for required information and notifys Shipping/Receiving to pick-up records for stage in secured holding area of Shipping/Receiving.

New records and re-files are picked-up from the Shipping/Receiving Department by the Vendor.

Retrieval/Destruction of Records:

Departments complete and fax the Retrieval/Destruction Form to Vendor to request retrieval/destruction of records. (see attachment A)

 A copy of the Retrieval/Destruction Form is attached to the records and Shipping/Receiving is notified of pick-up.

 Use one form for each retrieval type (e.g., retrieval or destruction)

 The original form is maintained by the department.

Customer Inventory Listing:

Departments are responsible for reviewing their own information on the inventory listing for accuracy.

Corrections and/or updates to the Inventory Listing are submitted to the Vendor for revision.

This listing is maintained by the Vendor and updated for distribution to participating departments.

Departments are to give specific personnel access to their own records. Fax to Vendor the “Access Authorization” form. It is the departments responsibility to update this information to the Vendor on an as needed basis. (see attachment C)

Billing:

General Services Department pays for the first initial pick up and monthly rent of records.

 Department accounts are invoiced for retrieval, destruction, pick-up and re-rile fees.

