AUTHORIZATION FOR INFORMATION ACCESS
Date of Report:       /      /           Customer                       / Dept. Number                                
 ___   This a New Listing

         This a Updated Listing

IMPORTANT NOTICE
To ensure maximum security of the records entrusted to J. H. Bennett Records Management (JHBRM), our personnel will strictly adhere to the following rules without exception.  Please do not ask them to deviate from established procedures.

I.

Requests for information contained within a record and/or retrieval of record(s) of media will be honored only when the request originates from individual(s) authorized on this form.

II.

Each request, whether written or verbal, must be accompanied by the following                           information:


a.
The Customer and Department Number (assigned by JHBRM).



b.
The name of the requester.



c.
Security card number of requester (assigned by JHBRM).



d.
Specific instructions regarding the information to be obtained and the manner in which it is to be forwarded to the requester.  Choose one of the following:





1.
Deliver information / record(s) / media to the requester's address by JHBRM personnel.





2.
Pick up at JHBRM by the customer's authorized agent.





3.
Photocopy of information mailed to customer's address as designated hereafter.





4.  Relay information by telephone to authorized person.





5.
Transmit fax copy to customer's location. 

Record Center personnel will consider the information provided on this form valid unless and until the customer's authorized agent, named hereafter, delivers a revised Authorization form to JHBRM, in person or by mail.  It is recommended that the information contained on this form be reviewed periodically.  Please use another copy of this same form to delete a person from the authorization list whenever authorized personnel leaves the customer's employ or is transferred out of this department.

PLEASE COMPLETE THE INFORMATION ON REVERSE SIDE 
AND RETURN TO JHBRM WITHIN 10 DAYS!

