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6.2 DR log book 
 

6.3 DR delivery log book 
 

6.4 Snapshot of DR  
 

6.5 Original document of print job 
 

6.6 Quotes and/or bids on file 
 
7.0 RECORD RETENTION TABLE 
 
Identification                Storage                 Retention                  Disposition                  Protection 
 
Quotes/Bids    File Cabinet         One year         Discard as desired      Secured Central 
               Print Shop 
 
Log Documents                 File Cabinet          Three Years                 Discard as desired      Secured Central 
               Print Shop 
 
Hard-copy DR                  File cabinet              One year                       Discard as desired     Secured Central   
               Print Shop 
 
On-line DR    District Network       One year                Discard as desired   Secured Information 
            Services/Serna  
             Center 
              
8.0 REVISION HISTROY 
 
DATE                    REV.                 DESCRIPTION OF REVISION  
 
12/13/04                A                     Initial release 
06/06/06       B        Revise records retention table 
11/10/08       C        Add 4.3 and text to 5.2 


