Attachment 1
Storage of Quality Assurance Records

TEMPORARY STORAGE (IN PROCESS)
In-process Quality Assurance Records when not in use, must be stored in a 1-hour fire proof container/cabinet.  When no longer in process, Quality Assurance Records shall be stored using one of the following methods:

CONVERTING PAPER TO ELECTRONIC RECORDS
The Quality Assurance Records Coordinator shall scan completed paper Quality Assurance Records such that they meet NARA requirements (minimum resolution of 300 pixels per inch (ppi) / preferred resolution 400 ppi). 

The Quality Assurance Records Coordinator shall verify duplicate electronic copies are complete; pages are not skewed, and are legible (similar requirements to receipt control).

After validation is complete, the QA Records Coordinator shall name the electronic file to allow for ease of retrieval and place in the appropriate subfolder in the U:\QARECORDS\DUALSTORAGE directory.  
PAPER RECORDS USED FOR DUAL STORAGE 
The Quality Assurance Records Coordinator shall file the hard copy (paper) Quality Assurance Records in separate locked file cabinets that are stored at sufficiently remote locations from each other.  Access to the processing, storage, and retrieval of records shall be limited to authorized personnel.
ELECTRONIC RECORDS USED FOR DUAL STORAGE 
The Quality Assurance Records Coordinator shall create a directory on a network drive, whereby access to the processing, storage, and retrieval of records can be limited to authorized personnel. Example:  The coordinator’s personal network drive, typically the “U” drive or a network shared drive with documented limited access.  The drive should be set up to clearly distinguish the QA records along with appropriate file name.  Example:
 U:\QA RECORDS\DUAL STORAGE
Note:  In the case of paper/electronic records dual storage, subfolders shall be created to mirror the paper records as they are generated (e.g., based on arrangement on the Organizational / Site File Plan).  


DUAL STORAGE 
Dual storage methods shall consist of a combination of either hard copy (paper) records and/or electronic records.  Whether hard copy or electronic records, duplicate records shall be stored at locations sufficiently remote from each other to eliminate the chance exposure to a simultaneous hazard. 

SINGLE STORAGE 
Single storage shall consist of a minimum two-hour fire rated container/cabinet.  Access to the processing, storage, and retrieval of records shall be limited to authorized personnel. 

