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AcceSs

Information Protected

Our Vision
To exceedhe expectations of our clients, company and community every day.
Our Mission
Advancing how the world manages information with the very best service.
Our Purpose
We protect and manage information for millions of people.

www.Informationprotected.com

University of Pittsburgh University Records Management

History

The Univesity Records Management Program (URdginated in the Business Services Office

in 1977.In 1999, the University assigned th&M to the Archives Service Ctar and entered

into a contractvith Business Records Management, Inc. (BRM), a regional records management
company, to store inactive records at several remote facilities around the Pittsburglolitestro
area.Recall Holdingd td. acquired Business Records Management, Inc. in December 2014.

Recall Ltd. was itself purchased lygn Mountain, Incin spring of 2016However, a ruling by

theU.S. Department of Justiceist r i ct ed | ron Mountain’ml3acqui S|
U.S. cities, including Pittsburgh. As a result, a privategjd thirdpartyrecords and informain

management service company named Access acduieed a | téburghbaRed storage

operation.

Between May and July 2016, University of Pittsburghtamted destruction services were
owned by Iron Mountain. In July 2018l records management services were consolidated with
Access.

Mission

The primary purpose of the University Records Management program is to provide for the efficient
and systematicortrol of the creation, receipt, maintenance, use, and disposition of records.
Records administration covers the management of records, regardless of age, to meet the
administrative, financial, legal and historical needs within the University of Rittgblh > s o f f i ¢
and departments.
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In fulfilling its mission, the program:

1 Develops, maintains, and distributes policies, guidelines, and training to outline procedures
for offices and departments to comply with internal practices, as well as state amdl feder
laws relating to their responsibilities for records retention and preservation.

1 Works closely with University departments to ensure the proper management of records
by establishing schedules of commonly held records in order to facilitate theiraetenti
disposal or transfer to the archives.

f Sustains and monitors the relationship wit
records Access Information Protectéd C (ACCESS.

Please visit the University Records Management website for infiomearh:

University Records Management mission
Access service procedures

Regulations and Retention Schedules
Transfer of Records to the University Archives
URM Newsletters

= =4 =4 -8 A

University records management offsite storage with Access
should only be used fowniversity records.

Page? January 2017



Access Information Protected
Off-site Records Storage & Services Users Guide

AcceSs

Records Storage, Delivery, and Management Services

Your records are safe, secure, and easily accessedagitss Information Protect¢ dCCESS, the largest

document management comgdreadquartered in Pittsburgh.

Storage Facilities

ACCESS 43 df-site storage facilities are custom designed
stateof-the-art records storage and managemeft. of our
buildings have monitored security systems with controlled acg
video surveillance, are equipped with fire protection or detect
systems, and are located outside of all flood plains.

The ACCESS Record Center is not alimate-controlled
environment. Magnetic media, audio/video tapes, and
microfilm/microfiche should be st@d in our vault o climate

controlled storage areas to prevent damage. Contact the Univ
of Pittsburgh University Records Management office for m
information.

Service Capabilities
ACCESS s f a c istrategidallylecate just minutes away
from downtown Pittsburgh, so that records can be delive
quickly when the need ariseACCESSroutinely provides twice
a-day delivery service including same day deliveCCESS s
friendly and knowledgeable service staff will do everythi
possible to beesponsive and provide fast and troufoée access
to records stored with us.

Barcode Tracking
All items incoming or outgoing are barcoded. During t
pickup/deliveryACCESS s dri ver scans t
(box, file, tape,individual documentat the client locatiorand
provides acopy of the signed workorderScanning the barcodg
also creates an electronic transaction IoAG@CESS s d a
indicating the time, date, activity, and employee who perforr
the transaction. Whether you needemtire box, a file, or just &
single item, our system enables us to quicklyate and retrieve
your records and monitor their transit.

ACCESSG6s

Tot al I nf

Management Includes:

il

Three primary locations:
Northside, Shadyside and
Greentree

Climate controlled facilities
available

24-hour security /video
surveillance.

24-hour, 365day emergency
delivery service.

Same day delivery.

Barcoded file tracking.

File-level indexing for pulling by
name, number, description, date
and/or a customized field.
Confidential destruction.

On-Site staffing services.
Backup computer media storage
with scheduled pickups and

deliveries.

Conferenceooms for viewing
information.

Page3
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File Management

ACCESSis the only companyinWeser n Pennsyl vwarei™-@véltrdckety ACCESSiIH s “ t
individually barcode and index eaclefithereby keeping a complete inventociifaty history on each file.

This file tracking service makes management of your inventory simple and cost efficient.

On-Site Tracking Software
ACCESSoffers a sphisticated barcode file trackirgpftware package that allows you to manage your
inventory onsite, as well as offite direct from your own computer.

FileBRIDGE
Interface withACCESSthroughFi | e BRI DGE, Access’'s onliweuwdlccount
have secure access to your file inventoryA ®ICESS s dat abase, and are abl e

account servicesuch as box retrievaContact thdJniversity Records Managet for more information.

Reporting

Our reporting services enable you to quantify the activity history of your files, identify records that are
eligible for disposal and allocate your records storage and management costs by client, matter, department,
costcenter, or a customizegkfd. If you are not &ileBRIDGE user, pease contact the University Records
Management office for your department’'s inventory

Destruction Services

ACCESS offers complete, confidential records and computer media disposal services on ayregularl
scheduled basis or as needed by whitlhrecords are either shredded or pulveriz€ertificate of
Destructiors are created for barcoded records that are destroyedramdaintained in the URM office,
provided to users upon request.

Destruction Bin Rotation Services

ACCESSoffers a coseffective destruction bin rotation service providing secure collection and destruction
of confidential business information. Our hilgivel security includes lockable receptacles, secure vehicles,
professional employeeand a bonded staff.

For information about additional services, please contadhe University Records Manager
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Access prowdes the following size records cartons and media transport cases

9 *Standard Letter & Legal Box i 1.2 CubicFeet (130W x 1)* 3/ 80

Standard Accedsoxes will now come in two pairtisox and lid)

Tall Letter & LegalBox-1 . 8 Cubi c Feet (13/B” W X
Large Letter Box-2.4 CubicFeet 13 % W x 10 %" H x 2
LargeLegalBox-3. 0 Cubi c Feeét/ 8"1&H % 2W »X2"1 D
X-rayBox—-1. 8 Cubic Feet (7 YW W x 20 ¥
Check Box- 1.0 Cubic Feet (TOW x 4 %" H x 25" Y” D)
Flat DrawingBox-1. 8 Cubi c Feet X 2Z7 ¥%" WD) 37
Drawing Tube-0 . 6 Cubi ¢ Foot (3" Y% D x 377
DrawingBox-1. 0 Cubi ¢ Foot (6 YW W x 6 W

E I

Magnetic Media Transport Cases

LTO20—-Holds:LTO Tapes- Capacity:20

MID-Multi — Holds: Multiple Media— Capacity:15

ULTI-Multi —Holds: Multiple Media— Capacity:25 Mixed DLTLTO
LTOS5 — Holds: Data Cartridges Capacity:5

= =2 2=

For supply order pricing and questions please call
(412) 3220505
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ACCESSS s Pittsburgh Locations
Avalon RIDC Industrial Park = k
Bellevue Sharpsburg | Blawnox
> Reserve 82 A LRd
(55 ) Township ! & (130)
dy ® - Millvale (73 Pittsburgh Zoo &
hip 2 PPG Aquarium
’6 AWRENCEVILLE "
Z lon 4
McKees Rocks @) "N Ave  EAST LIBERTY
— siovs:#\NCCESS' Gao
o PeceSS o T D
(&9 £2754 University of Pittsburgh
g9
Ingram Research & Gothic @ )
® P|ttsburgh buildings since 1787 Wilkinsburg
50) Dk
Crafton y 376, .
) w N LLCRESX Edgewood
slyn Farms N creenricio QD ?\zssvale
Access Green Tree
SYP Mt Oliver
Carnegie 121 19 S D)
gi G2) Gs) Becke Homestead Braddock
® or raddoc
Dormont  BROOKLINE B
SOUTH HILLS Munhall
Scott K d 4
Township Q SN L
Tl © Brentwood % .

*Greentree, Western Avenue (Northside), and PenAvenue at Fifth

7‘@ | AAAOGO EAO AANOEOAA " 2- 8«
- Underground Archive facility located
UN D E RG RO U N D north of Pittsburgh in Wampum, PA.

which provide aunique combination of
ARCHIVES® outstanding physical characteristics
including:
A Dwvison of Business Records VManage~ert

9 Strict temperature and humidity controls to accommodate long  -term preservation.
9 Controlled access for asset security and regulatory compliance demands.

9 Superior protection from natural or man -made disasters via 30 -foot thick solid
limestone walls.

1 Adaptiv e physical configurations enabling us to offer solutions designed for your
organization.

Please visitwww.uarchives.comfor more information

Pageb
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Customer Service Hours

Service Hours for Deliveries and/or Pickups

Regular Deliveries(Oakland Campus)
9  Orders placed before 10:00 a.m. will be serviced that day by 5:00 p.m.
9  Orders placed from 10:00 a.m. to 3:00 p.m. will be serviced the next day by noon.
9  Orders placed after 3:00 p.m. will be serviced the next day bypbnf0

Regular Deliveries(Nor-Oakland Campus)
1  Orders placed by 11:00 a.m. will be serviced the next day by noon.
1  Orders placedfter 11:00 a.m. will be serviced the next day by 5:00 p.m.

Please be aware that special delivery options are considerably maepensive, and therefore, should
only be used when regular delivery does not satisfy your needs.

Priority Deliveries
This service is for orders for a delivery within approximately three hours of it being placed (orders
must be placed no later than 1:06p.

Rush Deliveries
This service is for orders for a delivery within approximately two hours of it being placed.

Rush Deliveries After 4:00 or Weekends
This service enables you to have a delivery after normal business hours and on weekends/holidays.

* ACCESSis unable to accept a fax or-nail request for this service without verbal confirmation.

Off-hours (ASAP):
Delivery services are available at any time after normal business hours, weekends and holidays.
Please calhCCESSs answering service §12) 2241081for off-hours delivery service.

* ACCESSis unable to accept a fax or-nail request for this service without verbal confirmation.

Please provide notice for pick up or delivery of forty (@) or more itemsQOrders of 40 or more items will
be placed on a schedule & a service date wil/ be

Third -Party Shipping:
If items are being sent to storage via a thamdy shipping company, please contAQCESS s
Account Managemetepartment for detailed instruction.

To Directly Access Customer Service:

Telephone (412) 3210505
Fax: (412) 3210305
E-mail: pittsburgh@accesscorp.com
Off-Hours Delivery Services:(412)224-1081
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General Information

Access observes the same annual holiday schedule as the University of Pittsburgh

Normal Office Hours: 7:00 a.m. to 5:30 p.mMonday through FridaySaturday by appointment only

Our phones are answered and all callsragponded to 24 hours a day, seven days a weekiding

holidays)

Please call (412) 224081 after normal business hours (after 5:30 p.m., weekends and holidays)

Snow Policy: In case of heavy snow or icy conditions, it is possible A@EESSwill open late and
normal delivery times will be adjusted. It is your responsibility to infA@CESSIf your office is closed
or will open late. In order to avoid attempted delivery charges you will need tBsQ@ESSto reschedule
a delivery, pickup and/ocomputer media rotation. KRCCESSis not notified,the Universitywill be
charged for the attempted delivery, pickup and/or computer media rotation.

Contacts

University of Pittsburgh
Alex J. Toner
UniversityRecords Manager

Account Manage
Andrew J. Wyzkoski

Access Client Care
MeghanOd Rour k e
(Destruction Service RequestScheduled Rotation Inquirieetup)

Vault Servicesand Tape Rotations
Rich Fischer

Page8

412-648-3164Phone
412-648-2170Fax
alexjtoner@pitt.edu

412-321-0600 Phone
412-330-2363 Fax
awyzkoski@accesscorp.com

412-321-0505Ext
412-321-0305 Fax
morourke@accesscorp.com

412-321-0600Phone
412-321-0305 Fax
rfischer@accesscorp.com
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Box Barcode

Box-Level Indexing

Box Refile

Container:

Delivery.

Destruction

Documents

File Barcodes:

FileBRIDGE::

File-Level Indexing:

File Refile

ltemized Services

Paged
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Glossary of Record Storage Terms

File/Document/Box is retrieved from client inventory and reviewed at record center
by client, orreturnedtac | i ent ' s

depart ment

for revi ew

A unique UPC code that is assigned to a specific box within your account. The box
barcode can be whiteyhite barcode with gellow barcode indicating file level
indexing green or pink depending on the typéndexing (file, box) and the storage
requirements (warehouse, vaulfjmate controlleyl based on your individual

account.

General box information is obtained on an entire box and entered into a custom

database.

Box isreturned to record center and placed into a barcoded location.

Synonymous with box Must have lid and handles. Can be records center box,

however nota moving or copy paper box.

File/Document/Box is sent to client ilCCESScourier.

File/Document/Box is retrieved from client inventory with prior authorization from

client, shredded and recycled.

Individual sheets of paper that are to be placed into their original file.

White UPC cales that are assigned to an individual file for specific tracking

purposes.

Accessods

onl

ne

fi

e

management pl atfor

boxes, submit supply orders, and generate box inventories.

Detailedfile information is obtained from each (barcoded) file and entered into a

custom databaseACCESSoffers two unique ways in which to utilize this service:

1. Clientlabelseach file and completes the file transmittal sheet

2. Clientlabelsthe box andACCESS data entry department stickers each file and
will add the data directly into your custom database.

File is returned to record center and placed into its original box. To ensure that the
file is returned to the appropriate box, never rentbedile archive from the file.

Formdriven service by which all requests must be made in writing and submitted to
ACCESSfor processing. The fields that the University designates as mandatory
must be completed befoA&CCESSwill process the request.
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Permout: File/Document/Box is permanently removed fromACCESS Contact the
University Records Manager if boxes should be permanently removed.

Pick up File/Document/Box is returned ACCESSvia an ACCESScourier.
Repack: Contents of one box is placed into a new box. This service occurs when the customer

uses any other box (other than a standard records storage box with a lid) or when
boxes are ovepacked or damaged.

Retrieval (or Pull) File/Document/Box is retrievedom client inventory, at record center, upon request
from client.

Search A database search when a barcode is not provided.

Transmittal Sheet Important information regarding the contents offthe/DocumentBox is recorded

on this sheet. Informatian transfered from sheet tACCESSdatabase.

Unbarcoded DestructioBox of discarded paper is retrieved directly from the client, shredded and recycled.
Orange destruction labels must be affixed towaryarcodedlestruction boxes.

Scheduled Rotation Destruction:

Destruction Services are provided t@ll University locations. Service equests must be submittedsing

a destruction order form and including department number, full address (including floor & suite
number), and requested service (Bikh Console Swap, Final Pick Upor initial of bins\consoles).All
locations must be placed on a rotation s@udule, for instance, every two weeks, once a month, three
mont hs, etcé
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Account Authorization

In order to protect the securityand
confidentiality of your departmentalecords

the University of Pittsburgh andCCESS
require that an authorization form be
completed and updated as individuals enter or
exit yourdepartment (see following pagéy.

is recommended your department haae
minimum two authorized users.

The required fields on this form include
department name, contact person, address
details, phone, fax and email. You must use
the table on the form to add or delete any users
to/from your account. Please tyhetperson s
name in the table. If the user desires a
passcode, aoptional security featurgit may be any foudigit alpha or numeric code of their choosing. If
a passcode is not wantgaease leave the field blank.

BE AWARE

1 Only Authorized Users may make requests.

1 ACCESS'sClient Care will not process orders for requestors
who are Authorized Users.

1 The form must be signed by youprimary departmental
representative.

1 Itis the responsibility of your departmental representative to

inform The University Records Managey in writing, as to who
Is authorized to access your records.
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Access Information Protected
Off-site Records Storage & Services Users Guide

o Access

— 923 Bidwell Street

cces S Pittsburgh, PA 15233

412-321-0600 Telephone

Information Protected 4123302363 FAX
Attn: Kelly Smogor

AccessAuthorization Form

Company Name:  University of Pittsburgh
Account No:

Contact Person
Department:

Complete Mailing Address:

Telephone:

Fax:

Email:

Deliveries will be released to any company employee, unless otherwise specified at therilee of

Any additions, deletions, or security code changes must be made and submitted to Access in writing by the department

representative. All changes require aHd@ur verification prior to use.

AUTHORIZED PERSONNEL FOR ACCESS TO RECORDS REGARDLESSKORMAT

(Please Mark)

. 4 Digit
Name (Please Print) Passcode * Add Remove Change

* Access is not responsible for verification of requestor if a passcode is not listed above.

l, , representative for my department, authorize the individuals listed above to have access
to department’s records regardless of format.

Company Representative Signature Date

Representative Title
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Access Information Protected
Off-site Records Storage & Services Users Guide

Ordering Supplies

Box purchases are the only aspect of the University of Pittsburgh University Records Management program

in which departments are charged. These purchase
for the 02 accountf a different account is preferred, please notify the University Records Manager in

writing and provide the complete preferred account number. It typically takes about a month and a half for
departments to be charged for purchases.

Procedure for Ordering Supplies fromACCESS
CompleteACCESS s “ Supply Order Form” for purchasing box
for your office.
1. Write your departmental contact information in the allotted space.
2. Provide the total quantity otems (labels and/or boxes) you are ordering in the respective
“Quantity” | ine.
3. Sign the bottom of the form and, if applicable, provide your passcode. The passcode field is the
fourdi git code you chose to be as suhorizaduserdistwi t h vy
If you do not have a passcode, you may leave this field blank.
4. E-mail this form toACCESSat pittsburgh@accesscorp.com
5. ACCESSwill create a workorder with the items you ordered listad a driver will be scheduled
to deliver them to your office.
6. Departments must sign a copy of that workorder at the time the items are delivered.

Note: Box orders have a minimum purchase of 10 boxes per order and can be ordered in increments of 5
theredter (i.e. 10, 15, 25, 40, etc.). A pack is considered 25 boxes. Also, please be advised that barcode
labels are prassigned to your particul&CCESSaccount number and shouldt be shared with other
University departments.

Barcode labels argpically delivered to departments via US MAIL. Should you require labels sooner,
please specify this on your order form.
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Access

Information Protected.

Request Date: Requestor Name:

Phone Number:

Fax Number:

Street Address:

Account/Department #:PPH064200/

City:

Code:

Type

Size

Quantity

State: _ Zip

White barcode labels

Number of labels determined by user

Green or Yellow barcode labels (specify color)

Number of labels determined by user

Destruction labels (orange stickers)

Number of labels determined by user

File folder barcode labels (for file-level departments only)

Number of labels determined by user

* The standard barcode labels are white (for paper storage). If you require green (environmental) or yellow (file labels), please be certain to specify that on the designated line above.

Type Size Quantity
1.2 cubic foot white box $1.92 each 130W x 10N0H x 16106 D
1.8 cubic foot legal box $1.71 each 131 0W24J0H x 16e0D
3.0 cubic foot large legal box $2.59 each 161 0W x 10 5/80H x 25i0D
2.4 cubic foot large letter box $2.18 each 131 0W x 10i0H x 25i0D
1.2 cubic foot check carton $1.82 each 100W x 4i0H x 251 0D
1.2 cubic foot drawing tube $2.18 each 310D x 37ao0l
1.8 cubic foot X-ray carton $1.82 each 710D x 20i06H x 160D
1.8 cubic foot flat drawing carton $5.14 each 27W00W x 37i0H x 2ioD
1.2 cubic foot microfiche carton $2.23 each 8WJOW x 5EOH x 16060D

Pagel4
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Submitting records for off-site storage

Required Fields

In order for your department to manage your records over the course of their retention period, and for the
University Records Management program to provide appropriate oversight, the following information is
required when transferring any University oft&liturgh records to cHite storage at Access facilities.

Description:

Free text fieldused to succinctly describe the contents of containers/filefolteesinformation contained

in the description field can be used for searches. However, due tacthidt this is a free text field,
searches ammuch mordime-consuming. Therefore, it is always better to utilize the additional fields that
are available when appropriate.

ReviewDestruction Date

All new boxes sent t&A\CCESSfor storage are requireb have a review/destroy date based on the

Uni versity’'s retention schedul es Ifgondre umgue ofavpat i at e
date to apply to your records, or believe that your records should be permanently maintained in storage,
plesse contact the University Records Management office at GU23164

General Records Retention Schedule
http://www.library.pitt.edu/other/files/pdf/asc/Pitt_General_Retention_Schedule.pdf

Financial Records Retention Schedule:
http://www.bc.pitt.edu/frs/FinancialRecordRetentich&dule.html

Optional Fields

The following fields will allow you to provide more descrigiinformation to your records:

Sequence Range

Helps to identify the Container/Filefoldetescriptions. For example, if multiple boxes contain the
description “Personnel files,” the sequence range
alpha or numeric.

From/To Date Range

The date range serves two purposes. The first puiptsdéurther define the contents of the container. In

the example above, the “personnel files” could al
range would be utilized in this case. The second purpose is to create a retention date.
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Step T

Place awhite box barcode label on thupper
right cornerof the front bandle sidg of the

Access Information Protected
Off-site Records Storage & Services Users Guide

Preparing Box Level BOXES to go t)ACCESSRecord Center

Access CONTAINER

N
box. Place the barcode low enough so tf LT e S
the lid does not cover the label. Make sy S
the barcode i®OT placed on the lid of the Q
the | PAPT00000012 ¢
Customer: PPH064200 o
NOTE: Barcodes must baffixed to all | 01?2\7d_ &

boxes before they are sent f btk

ACCESS
Step 2

CompleteACCESSs” Recor ds StNerwa o xF &Gruhmi ssi ons . ”

6.
7.
8

Write your departmental contact information in the allotted space.

Required fields arebarcode, box size, destruction date, and descripdi®eharactetimit for

faxed forms an@50-charactetimit for emailed forms).

The sequence begin/end and from/to date fields are optional.

Write the total number of cartons to be picked up.

Sign the bottom of the form and, if applicable, provide your passcode. The passcode field is the
four-digitcodey ou chose to be associated with your
If you do not have a passcogieuy may leave this field blank.

E-mail this form tcoACCES Sat pittsburgh@accesscorp.com

ACCESSwill create a workorder and a driver will be scheduled to pick up your items.
Departmentsnust sign a copyof that workorder at the time the items are picked up.

Note: If the required fields are not submitted on the form, your officebeilcontactd ACCESSwill

notpick up those items from your office until the required details are provided. AKISRESSwill only

pick up items with pr@pproved barcode labels. Thus, all new boxes scheduled to be picked up must be
listed on the Recds Storage Form and submitteddGCESSIn advance

Step 3

All materials must be ready f&«CCESSs drivers when they arrive for pick up. You will be asked to
sign a workordethat describes and quantifies your pick up request. You will be given a copy of the
workorder for your records.

REMEMBER Do not tape or place transmital sheets on or in your boxes.

Pagel8
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Access

Information Protected.

University of Pittsburgh — New Box Submisson Form

Reqguest Dafe: Reguestor Name: AccountDepartment # PPHOG4200\
Fhone Number: Fax Number:
Street Address: City: State: Zip Code:
cin Barcode # Box Size Destruction Sequence | Sequence From Date TO Dare Description of Contet (required)
# (required) (required) | Date (required) Begin End (MMDOYYYYY) | (MMDDYYYYY) 65 character limit for paper transmittal

250 character limit for electronic transmittal

8

9

1g
Total Cartons this page

Comments

ngnaf LUre Fasscode (If applicable) Fage of

Email this form to pittsburgh@accesscorp.com; FAX this form to Access at 412-321-0305. Please be certain to retain a copy of this form for your records.

September 2016
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ChecKist for Box-Level Containers Being Sent toACCESSRecord Center

White box barcode label on every box.
Information for each box completed thre New Box Submission Form
Email theNew Box Submission FotmACCESSand retain a copy for your records.
Exact count and size obkes.
Formis not inside of the bgxor descriptive information written on outside.
Only NEW files were placed in thHEW boxes.
*Warning: Do not plac®&lEW files in boxes that have previously beeAGCESS without
updating the inventory.
CONSIDER
PrimaryACCESSRecord storagis not a climatecontrolled environment.
Magnetic media, audio/video tapesd microfilm/microfiche should be stored in a climatatrolled
environment andtherefore should be stored in owault or climatecontrolledstorage aresato prevent
damage. Please consider storing your vital records, permanent records, importantaaddoisgterm

records in eitheACCESS s v alimbtécontrolledstorage aressfor added protection.

Please contathe University of Pittsburgh University Records Management office for more information.
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Preparing BOXES to go toACCESSRecord Center Environmental/Climate Controlled Area

Please use & box barcode on boxes that will be placed intodhé
This S|gnaI30 ACCES%ersonnel that this box requires a temperature and humidity controlled atmosphere

Step T _ UOP-DEPT NUMBER
Place & box barcode label on thuper right corner of the front
(handle side) of the box. Place the barcode low enough so that the lig ||IIIWI||MIIMIII|I|IHIIIMHIMII|""|
does not cover the label. Make sure the barcob®©iF placed on the
lid of the box. 12345680

NOTE: Barcodes must haffixedto all boxes before they are sentSGCESS

Step 2

CompletetACCESS s “Recor dssNswoBage SEbmmssi ons. "

1.
2.

ok ow

©CoNOo

Note:

Write your departmental contact information in the allotted space.

Required fields are barcode, box size, destruction date, and description (65 character limit for
faxed forms and Zbcharacter limit for emailed forms).

The sequence begin/end and from/to date fields are optional.

Write the total number of cartons to be picked up.

Sign the bottom of the form and, if applicable, provide your passcode. The passcod#hield is
fourdi git code you chose to be associated wit
If you do not have a passcode, you may leave this field blank.

Choose a service level (based on the time you are subntiifgm to ACCESS.

E-mail this form to ACCESS gttittsburgh@accesscorp.com

ACCESSwill create a workorder and a driver will be scheduled to pick up your items.
Departmentsnust sign a copyof that workordeat the time the items are picked up.

If the required fields are not submitted on the form, your office will be cattadiCCESSwill

notpick up those items from your office until the required details are provided. AKISRESSwill only
pick up items with preapproved barcode labels. Thus, all new boxes scheduled to be picked up must be
listed on the Records Storage Form and submitt&€COESSIn advance

Step 3

All materials must be ready f&«CCESSs drivers when they arrive for pick upr.ou will be asked to
sign a workorder that describes and quantifies your pick up request. You will be given a copy of the
workorder for your records.

REMEMBER Do not tape or place transmittal sheets on or in your boxes.

Page?l

Do not write anything onthe outside of boxes sent to offite storage
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Checklist for Containers Being Sent ttACCESSRecord Center
Environmental/Climate-Controlled Area

barcode label on each box.
Information for each box completed on thew Box Submissidarm.
Fax or email théNew Box Submissidarm to ACCESSand retain a copy for your records.
Exact count and size of boxes.
Form is not inside of the box, nor descriptive information written on exterior of box.
Only NEW files were placed in thEW boxes.
*Warning: Do not plac&EW files in boxes that have previously bee@CESSwithout
updating the invetory submitted to Access.

CONSISDER

In the event that a particular box requires-fdeel indexing as well as climatontrolled storage, you will
be supplied with an additional sheetYallow (blank) stickers to place beneath thezen box barcode
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Preparing BOXES to go toACCESSRecord Center Vault Storage

Please use &INK box barcode on boxes that will be placed into t#eJLT. This signalsto ACCESS
personnel that this box requires\ULT STORAGE

i

Step I
Place a2ink box barcode label on theper right corner of the front

(handle side) of the box. Place the barcode low enough so that the lig
does not cover the label. Make sure the barcoN@©iE placed on the
lid of the box.

NOTE: Barcodes must baffixedto all baxes before they are sentAQCCESS

Step 2
CompleteACCESS s “Recor dssNswoBage SEbmimssi ons. "

1. Write your departmental contact information in the allotted space.

2. Required fields are barcode, box size, destruction date, and description (65 character limit for
faxed forms and 250 character limit for emailed forms).

The sequence begin/end and from/to date fields are optional.

Write the total number of cartons to be picked

Sign the bottom of the form and, if applicable, provide your passcode. The passcode field is the
fourdi git code you chose to be associated with
If you do not have a passcode, you may leavditiisblank.

Choose a service level (based on the time you are submitting the fa@CESS.

E-mail this form to ACCESS gttittsburgh@accesscorp.com

ACCESSwill create a workorder and a driveill be scheduled to pick up your items.

Departments must sign a copy of that workorder at the time the items are picked up.

arw

©oNOo

Note: If the required fields are not submitted on the form, your office will be caatadiCCESSwill

notpick up those iteas from your office until the required details are provided. ASCESSwill only

pick up items with prapproved barcode labels. Thus, all new boxes scheduled to be picked up must be
listed on the Records Storage Form and submitt&COESSIin advane.

Step 3
All materials must be ready f&«CCESSs drivers when they arrive for pick up. You will be asked to

sign a workorder that describes and quantifies your pick up request. You will be given a copy of the
workorder for your records.

REMEMBER Do not tape or place transmittal sheets on or in your boxes.
Do not write anything on the outside of boxes sent to effite storage
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Checklist for Containers Being Sent t)ACCESSRecord Center Vault Storage

Pink barcode label on each box.

Information for each box completed the New Box Submissidarm.

Fax or email thé&ew Box Submissidorm to ACCESSand retain a copy for your records
Exact count and size bbxes.

Formis not inside of the box

Only NEW files were placed in thREW boxes.

*Warning: Do not plac&EW files in boxes that have previously bee A&CESSwithout
updating the inventory submitted to Access

CONSIDER

In theevent that a particular box requires fiéxel indexing as well as vault storage, you will be supplied
with an additional sheet ofellow (blank) stickers to place beneath ek box barcode.
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Procedures for Requesting Containers

Retrieving Boxes fromACCESS
CompleteACCESS s “Box Retrieval and Box Return Request’”
1. Provide your departmental contact information in the allotted space.
2. Write the barcode numbers for those items to be retrieved ACG@ESSand returned to your
of fice in the table marked “ABCESES Requested fo
3. Specify the total number of items you are requesting to be delivered to your office.
4. Provide the total quantity of boxes to be delivered to your office on tlgat pa
5. Sign the bottom of the form and, if applicable, provide your passcode. The passcode field is the
fourdi git code you chose to be associated with vy
If you do not have a passcode, you may leave this lignk.
6. Choose a service level (based on the time you are submitting the fA@CIESS.
7. E-mail this form to ACCESS gtittsburgh@accesscorp.com
8. ACCESSwill create a workorder with only those barcode nurelisted and a driver will be
scheduled to deliver those items to your office.
9. Departments must sign a copy of that workorder at the time the items are delivered.

Returning Boxes toACCESS
CompleteACCESS s “Box Retrieval and Box Return Request?’”
1. Provide your departmental contact information in the allotted space.
2. Write the barcode numbers for those items to be returned from your ofid&QBSSin the table
mar ked “Boxes Rpfopmécur dOff foirc &. ck
3. Specify the total number of itemsty are requesting to be returned\oCESS
4. Provide the total quantity of boxes to be picked up from your office on that page.
5. Sign the bottom of the form and, if applicable, provide your passcode. The passcode field is the
four-digit code you chosetol@@es soci at ed with your name for you
If you do not have a passcode, you may leave this field blank.
6. Choose a service level (based on the time you are submitting the f&@CIBSS.
7. E-mail this form to ACCESS gtittsburgh@accesscorp.com
8. ACCESSwill create a workorder with only those barcode numbers listed and a driver will be
scheduled to pickip those items from your office.
9. Departments must sign a copy of that workordehatime the items are pickegb.

CONSIDER

ACCESSwill only deliver/pickup items for which the barcode numbers have been proindadvance

via the “Box Retrieval and Box Return Remgothest”™ f o
delivered/pickeelip from your office byACCESS

ACCESS will now track boxes using blue audit stickers affixed to all record boxes.

*To view large quantities of boxes aA& CESSacility, please contact the University of Pittsburgh
University Record Management office
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Box Retrieval and Box Return Request Form

Access

Information Protected.
University of Pittsburgh — Box Retrieval and Box Return Request Form

Request Dafe: Requestor Name: AccountDepartment # PPHOG4200\
Fhone Number: Fax Number:
Street Address: City: State: Zip Code:
&#of #of
ltems Insert Barcode # items Insert Barcode #
1 1
2 2
3 3
4 4
5 5
[ (]
7 7
i) &g
Total # of items to be delivered from your office Total # of items to be picked up from your office
Comments,
ngnature Passcode (if applicabls) Page of

Email this form to Pittsburgh@accesscorp.CoOm; FAX this form to Access at 412-321-0305. Please be certain 1o retain a copy of this form for your records.
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Preparing FILES to go to ACCESSRecord Center

A small group of departments requk€ CESSto maintain descriptive information for their records at the file

level. These departments need to be approved by the University of Pittsburgh University Records Management
office. To request information abdinese services, please contact the University Records Manager at (412)
6483164

This information applies only to File-Level departments.

Step I
Place a thin, whitéle barcode label on the upper right corner of each file: | 10} RATARE R
your box. . 00000771564

Step 2
Place a¥ellow box barcodeon the upper right corner of the front (handle

side) of box. Place the barcode low enough so that the lid does not cove| UYOP-DEPT NUMBER
the label. Make sure the barcod®®T placed on the lid of the box. Hml”mmll“WNMM””“‘"lm”m‘

NOTE: Barcodes must beffixedto all boxes before they are sent to 12345679
ACCESS
Step 3

Manually or electronically @amplete a File Inventory Transmittal Sheet and include the following
Required Fieldinformation:

9 Box Barcode Number

9 File Barcode Number

1 Review/Destroy Datédate box/fileis to be reviewed/destroyed

9 Description (e.g. client/patient name, project, or matter)

Write and circle the number of files in the box on the outside of the box next to the barcode.

If you are submitting a large amount of files, it is permissible to complete an excel spreadsheet
containing the required information. Please retain a copy of the transmittal sheet(s) for your
records.

Step 4
Faxor email your form toACCESSto requesh pickup. Please provide the following information:

1 Your name,account humberaddress (including floor)passcoddif applicable) telephone
number and the time that the office closes.
1 An exact count and size of all items that need picked up.

Step 5§
All materials must be ready for our drivers when they arrive for pickup. You will need to sign a workorder

that describes your pickup request. You will be given a copy of the workorder for your records

REMEMBER Do not tape or place transmittal sheetsn or in your boxes.
Do not write anything on the outside of boxes sent to effite storage
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File Inventory

e
CCEeSS

BRM's University of Pittsburgh . .
N o Information Protected.

RECORDS STORAGE FORM - REVISED Transmittal Sheets Only

| DEPARTMENT INFORMATION ]

Request Date: Requestor Name: Account/Department #:

Phone Number: Fax Number:

Street Address: City: State. Zip Code:

Choose ONE Barcode/Box # Destruction Description of Contents
Option (Required Date Sequence Segquence From Date To Date (65 character fimit for paper transmittal)

Append | Replace Field) (Required Begin End (MMADDYYYY) | (MMDDYYYYY) | (250 character limit for electronic transmittal)
field) (Required field)

Toral Cartons This Page

Comments (if applicable):

Signature Passcode Page of

This form is to be used to medify existing box data for lems already in storage at BRM. You may add new details about your items OR alter information akeady colfected about your
office’s containers. If you need to submit NEVY containers to storage, you must use the “New Box Subrnission” transmittal form.

FAX this form to BRM 412-321-5152 or email it fo senddata@businessrecords.com. Flease be certain o retain a copy of this form for your records.
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Checkist for File-LevelContainers Being Sent tACCESSRecord Center

Yellow barcode label on each box.
Place a file folder label on each file
Information for each file completed on transmittal sheet.

Email the FileLevel Inventory Transmittal Sheet &CCESSand retain a copy for your
records.

Exact count and size of boxes.
Transmittal sheet is not inside of the box
Only NEW files were placed in theEW boxes.

*Warning: Do not plac&EW files in boxes that have previously bee AGCESSwithout
updating the inventory submitted to Access.

NOTE: Please use gellow box barcode on boxes that will fies-level indexed This signals
ACCES®ersonnel that the files inside of the box shoulddasned.

CONSIDER

The ACCESSRecord Center is not a climatentrolled environment.

Magnetic media, audio/video tapesd microfilm/microfiche should be stored in a climatatrolled
environment ad, therefore,should be stored in owault or climatecontrolledstorage aresato prevent
damage. Please consider storing your vital records, permanent records, importantaaddoisgterm
records in eitheACCESS s v alimbtécontrolledstorage areafor added protection.

Contact the University of Pittsburgh University Records Management office for more information.
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Procedures for Requesting Files

Retrieving Files and/or Documents fromACCESS
CompleteACCESS <Retfieving anReturning Files and Documeiits f or m f or ordering u
and/or documents from boxes. This applies to iteftiin boxes that daot have barcode labels on them
for which you need to retrieve from a containeA&CESS You may also use this forto order barcoded
filefolders within boxes (if some of your boxes have barcoded filefolders within them and you know the
filefolder barcode number).

1. Write your departmental contact information in the allotted space.

2. If the item you are requesting daoag have a barcode number associated with it (i.e., a document

within the box OR an unbarcoded filefolder), write the barcode number of the box from which you

wish to retrieve the filefd er or document in the “Barcode” fi
abouttheitemyouwishto hatdCCESSat t empt t o | ocate within the c
field.

3. If the document or filefolder within a box already has a barcode, simply provide that information
in lieu of the box barcode number. Youdonotneedtc o mpl et e t he “Descripti

4. Provide the total quantity afems to be retrieved for your office on that page.

5. Sign the bottom of the form and, if applicable, provide your passcode. The passcode field is the
four-digit code you chosetol@es soci at ed with your name for you
If you do not have a passcode, you may leave this field blank.

6. Choose a service level (based on the time you are submitting the f&@CIBSS.

7. E-mail this form to ACCESS gtlittsburgh@accesscorp.com

8. ACCESSwill create a workorder with onlhe itemdisted and a driver will be scheduled to deliver
those items to your office.

9. Departmentsnust sign a copyof that workorder at the time thetits are delivered.

Returning Files and/or Documentdo ACCESS
CompleteACCESS <Retrieving and Returning Filesxd Documentsform for returning individual items
you have retrieved from boxesACCESS

1. Write your departmental contact information in the allotted space.

2. Provide the barcode number(s) of the items you wish to retuACIOESSfor storage in the
“Barcode” field. Pl ease note that all previou
at the timeACCESSdelivers them to your office. Therefore, a barcode number will be associated
with each respective file and document that has been retrieved.

3. Provide the total quantity dfemsto bereturned fronyour office on that page.

4. Sign the bottom ofhe form and, if applicable, provide your passcode. The passcode field is the
fourdi git code you chose to be associated with vy
If you do not have a passcode, you may leave this field blank.

Choose a seree level (based on the tinyeu are submitting the form tACCESS.

E-mail this form to ACCESS gtittsburgh@accesscorp.com

ACCESSwill create a workorder with only those barcode numbers listed and a @rilvdre
scheduled to pickip those items from your office.

8. Departmentsnust sign a copyof that workorder at the time the items are picked

No o

Note: ACCESSwill only deliver/pickup items for which the barcode numbers have been prowided
advanceviat h Retrieving and Returning Files and Documéntsf o r m. Any item that
form will notbe delivered/pickedip from your office byACCESS
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Procedures for SubmittingRevised Transmittal Data

Submitting Revised Transmittal Data toACCESS

CompleteACCESS <Recbrds Storage Foriin Revised Transmittal Shéet f or s ub mi t
revised or additional data AKICCESSfor items already in storage at their facility.

1. Write yourdepartmental contact information in the allotted space.

2. Choose i f you are epllaesetfi hhetodatadal rensn
respective storage items. Pl ease choos
your items t”ACCESS Userssbul d sel ect “r e ACGEBR0" i f vy
erase what is currently on file for the respective items and replace it with the newly
submitted data.

3. Complete the Barcode/Box # field (required).

4. If a reviewdestruction date is not already on file foe titem, you must complete
the “Destruction Date” field. | f t his
ACCESS you do not need to complete this field.

5. Complete any additional applicable fields on the form for which you wish to have
data modified.

6. Providethe total quantity of cartons to be serviced for your office on that page.

7. Sign the bottom of the form, and, if applicable, provide your passcode. The
passcode field is the fowligit code you chose to be associated with your name for
y our a c c origed userdist. dfiydu kdo not have a passcode, you may leave
this field blank.

8. E-mail this form toACCESSto pittsburgh@accesscorp.com
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Records Destruction

The moment a record is creatiéds important to determe how long it needs to be retaine®nce you

have determined metention period ased on t he Universit,yakesuredgisor ds
placed on thédACCESSNewBox Submissioor revised transmittal sheeffabeledreview/destroy Date).
Thisreviewfestroy date will be entered into our database as a reminder only.

ACCESSwill not destroy records without prior written authorization from an authorized reprégermta
your departmentThe date can be changed at any time per your retuéise University of Pittsburgh
University Records Management office

ARetention Schedules

Retention schedules provide University departments with guidelines on how long certain types of records
need to be kept. By adhering to the retensicimedules, departments creldtgversity-wide consistency in
records maintenanc®lease refer to the Unie r s Geheyal Record Retention Schedide University
approved retention guidelines, in additionhog U n i vF@mansial Retentisn Schedybeoduced and
maintained by the @ite of Budget and ControlleiThe schedule serves as a guideline for Budget and
Controller departments and as a recommendation for other Unpeegiartments.

AResearch Data Management
The University of Pittsburgh maintaiuidelines on Research Data Managemuwiltich can be found on
the University’s Recor ds Maeteatigngenieds for reseafechsrécords, whi c

One exeption to the retention schedules above is for records concerningfigndatl projects. These
records should be maintained according to guidelines implemented by the grant funding institution if they
are required to be st aateatibn sthedulgseeacomménd.n t he Uni ver s

ATransfer to the University Archives

The University Records Bhagement program ¢harged withassising in completing records schedules
for other University offices, departments, and units and facilitating the trasfdiestorical records to the
University Archivesin an effort to document the historical narrative of the University of Pittsburgh
all University records pre-dating 1970 must be reviewed by the University Archivist prior to and
disposition.

If you areunsure of what date to apply to your records, or believe that your records should be
permanently maintained in storage, please contact the University Records Management office
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Records Destruction Procedure

Procedure for DestroyingBarcoded Records Stored atACCESS

1

Page33

Two months prior to your records destruction date, a report is senAE@ESSto the University
of Pittsburgh University Records Management office. This report includes the barcode number
and descriptive information provided pgur department when the box was sent to storage.

One month prior to your records destruction date, the primary contact for the department will
receive an #nail with an attached copy tfie below (pg. 34)eport and instructions to complete,
sign, and reurn an attachedontainer expiration forno the University of Pittsburgh University
Records Management office.

Thecontainer authorization forprovides fouroptions for each box:

D = Destroy

E = Extend Destruction Date

UA= Submit to University Archives
R= Retrieve for Review

Once the signedontainer expiration formhas been received, it is authorized by the University
Records Manager and thmiversity Archivists ACCESSis then notified that they may include
these records on a destruction-prarkorder.

The destruction prevorkorders are then sent froMCCESSto the University of Pittsburgh
University Records Management office, where all barcode numbers are reviewed for accuracy. The
University Records Manager then signs off on thevpoekorders and returns them ACCESS

ACCESSpulls the boxes on the destruction workorder and sends them to their shredding facilities,
where the box and its contents are pulped and recycled.

Once the records have been destroydikrdificate of Destructioiis provided to the University of
Pittsburgh University Records Management office and kept on file.
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Container Expiration Report

Container Expirations
Business Records Management

20172015 22812015
D=Destroy
Company 0642 University of Pittsburgh A=Archive
Department 63190 R=Retrieve for review
Item Destroy Date ARID Descnption From Date To Date Action Requested New
Destroy Date
13472270 21112015 CQ ALMAMNACS BOX 3 0D AR / i
13472341 21112015 ANMEX BOOKS BOX 2 D AR I I
13472273 21112015 S CODE D AR i I
13472321 2112015 ENCYCLOPEDIA AMERICAMA, CONGRESSIONAL RECORDS 0D AR / /
13472325 2112015 CONGRESSIONAL RECORDS (CONFERENCE ROOM BOX 7) D AR / /
COMPENDIUM OF ACTIVITIES 100TH-1015T CONGRESS

13472368 2112015 (DUPLICATES), PERSONAL LETTERHEAD LEGAL PAPER D AR / /
13710502 21112015 BLANK LETTERHEAD, MISC D A& R [ [
13472282 2112015 CONGRESSIONAL RECORDS, US CODE D AR / /
13472288 2112015 US CODE. US TREATIES, CONGRESSIONAL RECORDS DA R i i
13472331 21/2015 CONGRESSIONAL RECORDS (CONFERENCE ROO BOX 4) D AR ! /
13472335 21/2015 CONGRESSIONAL RECORDS, CONGRESSIONAL DIRECTORIES D AR i i
13472290 21112015 HOUSE JOURNALS D AR [ [
13472294 211/2015 CONSTITUTION REVISED AND ANNOTATED, JEFFERSON MANUALS D AR i i
13472272 21112015 HOUSE JOURMNALS BOX & D AR [ [
13472276 2112015 CQ ALMANACS BOX 5 D AR i i
13472319 211/2015 ENCYCLOPEDIA AMERICAMNA D AR [ /
13472323 2112015 CONGRESSIONAL RECORDS (CONFERENCE ROOM BOX 2) D AR i i
13472327 2112015 CONGRESSIONAL RECORDS (CONFERENCE ROOM BOX 6) D AR / !
13710500 21112015 BLANK LETTERHEAD 0D AR / i
13472280 2112015 CONGRESSIONAL RECORDS D AR / !
13472286 21112015 CONGRESSIONAL RECORDS D AR / /
13472329 21112015 0AR i i

AnamAnnn

EYERL e

CONGRESSIONAL DIRECTORIES (BOOK BOX 11)
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Records Destruction- Extension Procedure

Procedure to Request an Extension of Review/Destruction Date

A request for approval for an extension of a review/destroy date for a contalk@CESSmust be sent
to the University Records Management office and include the following information:

1. A brief explanation as to why the records must be retained pasighw®al retention period for that
record type.

2. The revised review/destraate your department is requesting.

3. The signature of the Department Director or authorized signatory for the office.

4. 1 n addition, a signed copy of NIDERTRUEHTQN i cabl e
AUTHORI ZATI ON NOTI CE” should also be returned
requesting an extension period for records listed on the abovementioned form, depatimddt
not choose any of the actions listed. Instead, beneathghentry in the description field, write
the revised review/destroy date for the records. You must then sign the bottom of the document in
the allotted space.

This information should be sent to the University Records Maager via email.
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RecordsDestruction i Other Options

University departments also have two options available for the shredding of records currently in
their office space: unbarcoded destiart and bin/console rotation. Theservices are available

atno costto University deparents, howeverou are responsible for adhering to University
retention guidelines and documenting what is being destroyed by your department.

Unbarcoded Destruction
1 ACCESSwill pick up items to be shredded directly from your office in any type of copyjoply
box available (i.e. you do not needaiarchasea box for this service). Records may,riawever,

be placed in bags.

1 You do not needto remove paper clips, staples
rubber bands, carbon paper, or envelopes fro
documents, but be certain temove binders or
large plastic clips

1 Additionally, for all unbarcoded destruction orders,
you must havd CCESSs orange destruction stickers
applied to all boxes intended fihiis service. Please
use theSupply Ordeform if you are in need of those
destruction labels.

Bin and Console Rotation

f  ACCESScan provide your office with 32, 68 or 99gallon bin, or 30 gallon consol®, which
you can place your confidential recordsbtdestroyed.

1 Consoles and bins are lockgakys are available upon request to keeysite) for the entire
period of time they are ptad in your office. Each bin or console is barcodedampliance with
government regulations

9 Your locationis requiredo be placed on a required scheduled rotation. You will be alsiel¢at
weekly, 2, 4, 6, 8 or 1@%eek rotation. In the event your console or bin has reach capacity prior to
your schedule date, you may request additional service.
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Records Destructioni Procedure for ltems Not Stored at ACCESS

For the options above pomplete ACCESSs Destructon Order(pg. 38)form for ordering unbarcoded
destruction onewbing/consolefor your office, as well as requesting that existing bins/cl@sdbe emptied

or removed.

1. Write your departmental contact information in the allotted space.

2. If ordering unbarcoded destruction, provide the total quantity of boxes to be picked up from your
office. Also, provide a general description of the size ifi@versized, please state this under the
size field).

3. Provide the total cartons for unbarcoded destruction on the page.

4. If placing an initial request for bins/consoles (fitishe setups), provide the total quantity of
applicable bins/consolesforyoorf f i ce and check the *“Initial Re

5. If your bin/console is full, provide the total quantity of applicable bins/consoles for your office and
check the “ Swa ACESBSiypically secviwds binsftansoles on Wednesdays. |If
you require tk bin/console on a specific day, please 88ICESSs Customer Service Department
at (412) 3210505.

6. Confirm if this isfis not a final pickupy wr i ting “Yes” o-p" Nobdl umnt h
A final pick up should be requested if you no longeechehe bin/console and wish fACCESS
to permanently remove it from your office.

7. Sign the bottom of the form and, if applicable, provide your passcode. The passcode field is the
fourdi git code you chose to be as auhoizedtusedistwi t h vy
If you do not have a passcode, you may leave this field blank.

8. E-mail this form toACCESSat pittsburgh@accesscorp.com

9. ACCESSwill create a workorder with the séce details specified on tH2estruction Ordeform.

10. Departments must sign a copy of that workorder at the time destruction requests are serviced at

your office.

Note: Departments with a bin or console shooitdly request service when the containemésr capacity.

Additionally, for all unbarcoded destruction orders, you must haveACCESSs orange destruction

St
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Records Destruction Order Form

Access

Information Protected

University of Pittisburgh — Records Destruction Order Form

Reguest Date: Regquesfor Name: Account/Department 3# PPHOIE4200 \

Fhone Number: Fax Number:

Street Address: City: Stafe: Zip Code:
Number of Cartons Size

| ‘Please use Access’s orange destruction labels for this service and apply to to boxes to be
| destroyed. Any non-barcoded box can be used for destruction orders, i.e. copy paper boxes, moving
. boxes, etc... -

Total Cartons This Page: “Please separate media into individual boxes marked MEDIA

Type ; Siza £ Quantity Initial Reguest Swap/Empty Fimal Pick-Up
ggng;::g” 2275Wx 35.5°H x 15750
32 gallon bin 18°W x 39"°H x 22°0
68 gallon bin 24"W x 42°H x 26D
55 gallon bin 268"W x 46"H x 33D

*Departments are required to set a scheduled destruction rotation. Consoles and bin service is available outside your scheduled rotation upon
request. Please contact Access client care at 412-321-0505.

Comments

S.‘gnature Passcode (if applicable) Page of

Email this form to PitiSburgh@accesscorp.Com; FAX to Access at 412-321-0305. Please be certain to retain a copy of this form for your records.

September 2016
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Additional Information

ALoose File Transfer

ACCESS will accept transfer of individual documents, or loose files, to and from storage secure transit
bags. However, the University Records Manager recommends utilizing this service sparingly and in
conjunction with thdoose file transfeform availableupon request.

AFileBRIDGE

FileBRIDGE is an online platform offered by ACCCESS that provides UOP departments the ability to
generate account inventories, requests materials for deliver, and submit supply orders. Additional
functionality will be added as necessary. For a login asdward, as well as training, please contact the
University Records Manager.

AComputer Media Storage and Rotation

ACCESSoffers secure climateontrolled storage for computer media, such as film, tapes, 4mm, 8mm,

DLT, MiniDV, CD-ROM, CDR, CDRW, and DVD ACCESScan also arrange a customized rotation
scheduldor your digitalmediab ased on your de pedhese seevines areoffaree atdcs . W
charge to your office, departments will be charged for the rental or purchase of tape storage and transport
containers, which will appear on the same account as all other box charges.

Remember to consider the following

1 Will your tapes be insida locked and barcoded case, or will the tapes be individually barcoded
and have to be removed froncase for storage?

1 What is the frequency you would like your tape rotations to oamryou prefer a morningr
afternoon deVery/pickup?

1 If your data drives, tapes, or discs contain protected health information (PHI), please review that
appropriate requirements for storing electronic media with PHI irsitedf storage to remain
compliant with federal and University regulation

ASpecial Projects

The University of Pittsburgh utilizeSCCESSas the contracted supplier only in respect tesiiff storage
and destruction ofiles and records consisting paper and alternative mediall other services are
outside of the scopef this agreement and are considered special project¥he University Records
Management office should be notifigd advanceof any requests for services to be placed on behalf of
established Pitt accountsuch as large scanning, inventorying, higtume storage projects, or transfer
taking place outside of the Oakland campus area.

Your ACCESSS account is only to be used for University Records. The following types of materials and
services are not permitted under the University’'s

1 Personalesidences storage or nbmiversity records.

9 Destruction that involveson-University records.

9 Destruction or moving requests that involve furniture, general office equipment, computer
equipment (terminals, hardware, etc.), medical equipment, andddinigets.
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ASurplus Property

Departments should be awatet all University equipment that an office would like discarded must be
channeled internally througBurplus Propertyat the University. Additionally, if you need to discard
equipment that is considered a capital asset (defined as items that have an acquisition cost of at least $5000,
have an estimated life of at least two years, and are bought through a capital subcaif98},0u must
consultCapital Asset Management

ATraining

Attendance ah training session is a requirement for establishing a new records services account through
University of Pittsburgh University Records Manageitn As part of the account creation procedure, a
training session will be scheduled with your office.

For accounts already established, the University Records Management office provides training to
University departments on an-aseded basis throughatlie year. To arrange a session for your office,
please contact the University Records Manager.

In addition, University Records Management offers -arlsiual workshop throughe Faculty andStaff
Development ProgramTo sign up for this course, you must register through the University of Pittsburgh
Human Resources’ progr am.
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