EAST SIDE UNION HIGH SCHOOL DISTRICT

PURCHASING DEPT


RECORDS STORAGE
Dept: _________________      Submitted By:________________________

	STORAGE DATE
	STORAGE

LOCATION
	BOX #
	DESCRIPTION (date/year, file type,etc)
	DISPOSAL DATE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Admin Approval: ___________________________________  Date: __________
	RECORDS STORAGE

	

	PROCEDURES

	
	
	
	
	

	1. Department completes form with date, storage location (i.e. warehouse, storage 
bin), description of records to be stored, and disposal date.

	
	
	
	
	

	2.  Department Administrator signs form. 
	

	
	
	
	
	

	3.  Purchasing assigns Box Numbers after form has been completed.
	

	
	
	
	
	

	4. Make a copy for yourself and give Purchasing the original form to keep in the  
Records log binder.

	
	
	
	
	

	5.  Put a label with the box number, destroy date, and description on boxes. 
	

	
	
	
	
	

	6.  Call Warehouse to pick up boxes when ready.
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