InfoKeeper™ Request Form
1-800-807-2093

Andrews Software, Inc.

Fax 1-440-838-8781

	Today’s Date:06/27/08
	Customer Number:03008

	Records Center Name:

Admiral Records Management
	Client Name: 

 Advanced Surgical Associates
 

	Address:

1200 Newell Parkway

	Address:
2101 Chestnut Street

	City/State/Zip:

Montgomery Alabama 36111


	City/State/Zip

Montgomery Alabama 36106

	Contact Name: Phyllis English

	Contact Name:

Linda Cochrane

	Phone Number/EXT: 
334-396-5430
	Phone Number/EXT:

334-265-9225

	Records Center Email:

penglish@admiralrecordsmanagement.com
	Client’s Email:

	PURCHASE ORDER NUMBER
	


*All InfoKeepers will be built with the standard fields for the Box information and File information unless otherwise specified.  Appropriate to note, on the File Information Screen, there are two fields of descriptive information that will carry over to the Records Center. Customer File ID (maximum of 15 characters) and File Description (maximum of 50 characters).  This is the information that the Records Center will use to pull the files, if they have not been previously circulated. Additional fields can be added to the File Information Screen “Details Unlimited” as well as to the box screen. (Additional fields for the box information will not transfer to the Records Center.)  If converting from a Mini Keeper please send all or part of the Detail database.

GROUP SECURITY AND RETENTION SCHEDULING SECTIONS

MUST BE COMPLETED.

	GROUP SECURITY (Yes OR No)


	RETENTION SCHEDULING (Yes OR No)




	“Details Unlimited”

File Information
	Box Information

(This information will not transfer to records center)

	Field Name
	Field Type

Character

Date, Numeric
	Field Length
	Field Name
	Field Type

Character

Date, Numeric
	Field Length

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


FOR ASI USE ONLY

	Received Date
	PURCHASE ORDER
	Completion Date
	W/O Number
	Price


H_asi_sales_IKRequest_Email


