VAPHS OFFICE OF RESEARCH AND DEVELOPMENT

REQUEST FOR RESEARCH RECORDS STORAGE


Complete this form to request long term storage of research records. See VAPHS R&D Guidance for Researchers Regarding Retention of Research Records for more information. 
Summary of Process: 

1. Box the materials you wish to have stored using as many boxes as necessary. 

2. Complete one of these forms for each box being sent for storage. 

3. Complete the Iron Mountain Transmittal Sheet. The Transmittal Sheet can be used to document the transfer of up to 5 boxes.
4. Affix the associated barcode(s) to the appropriate box(es).

5. Record the barcode number for the box that contains the information described on this Request Form in the appropriate section below. 
6. Retain a copy of the this form for your records

7. Contact Nicholas Squeglia to arrange Iron Mountain pick-up. Provide Nick with the original Transmittal Sheet and a copy of the associated Request Form(s).
	DESCRIPTION

	Type of Research Records:                
	 FORMCHECKBOX 
 Investigator Records

	
	 FORMCHECKBOX 
 Committee Records 

	
	 FORMCHECKBOX 
 Other Records


	Summary of Box Contents:      


	CONTACT INFORMATION:

	Name of  Individual Responsible for Records:      

	Responsible Party Phone:      

	Responsible Party Email:      

	COMPLETE THIS SECTION ONLY IF BOX CONTAINS RECORDS PERTAINING TO A SPECIFIC RESEARCH STUDY:

	Title of Study:      

	Principal Investigator:      

	Sponsor of Study:      

	Date of Study Closure:                                                                                          FORMCHECKBOX 
   Check if N/A 

	Does the box contain any Protected Health Information/Individually Identifiable Information? : 
	 FORMCHECKBOX 
          YES                              FORMCHECKBOX 
           NO



Barcode Number Assigned: *                           *
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