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City of Minneapolis
November 21, 2017
Dear Narin,
Great news - your proposal for Iron Mountain services is ready!
Within this proposal, you will find the following:
Page 2 - Solution Overview: Learn what your new solution can do for your business
Page 3 - Your Custom Program: Know exactly what to expect once you’re signed up
Page 4 - Why Iron Mountain: Who is Iron Mountain, and why choose them as your new business partner?
Page 5 - How It Works: A quick overview of how your Iron Mountain solution works
With over 60 years of serving the SMB community, Iron Mountain has built the trust of over 75,000 small and medium
businesses. Our customers benefit from the proven workflows, infrastructure, and solutions that can address the
issues you face today while preparing you to overcome the challenges of tomorrow.
Once you have reviewed the proposal, you’ll be asked to complete a few simple fields, provide an electronic signature,
and you’re done!
I am excited to be part of this discussion with you and look forward to creating a lasting working partnership. I can be
reached via my contact information, below.

Thank you very much,
Colin Golden
colin.golden@ironmountain.com
610-495-4809

ironmountain.com | 1 (800) 899 4766 (IRON)
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CHALLENGE
Whether your boxes are distributed throughout your office or kept in a self-store facility, how confident are you
regarding their security? Break-ins, floods, or other natural disasters happen. Are you really sure your records would be
protected under these types of conditions? But what good is it to keep your records safe if you can never find what
you’re looking for. The phrase “a needle in a hay stack” takes on a whole new meaning when you’re searching for one
piece of paper or email in a sea of thousands. With the volume of your records growing, your space is shrinking. Things
are getting more cluttered by the day and your employees are wasting valuable time searching for information that
should and can be readily available with the right records management in place. Does any (or all) of this sound familiar?
What if you could securely store your documents at a local facility, have access to a support team 24/7, and have the
ability to customize your program for current and future needs?

SOLUTION
With Iron Mountain® Records Management services, not only do you get your
space back, you develop the foundation to better manage your information. You’ll
gain more security and you’ll know what you’ve got and where it lives locally, how
to get it back when you need it, and how long you need to hold on to it – all
managed on-line.

ironmountain.com | 1 (800) 899 4766 (IRON)
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WHAT YOU GET

RECORDS
MANAGEMENT

Live 24/7 Customer Service

RFID-Ready Boxes

Iron Mountain Connect™


Included

 Included

Included

Next or Same Day Retrievals

Local Support Team

Available

Included

 Included

Online Inventory Reports

Easy Online Billing

Barcode Labels

Unlimited

Included

 Unlimited

ironmountain.com | 1 (800) 899 4766 (IRON)

TM

InControl

Security System
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As the leading provider of small and mid-sized business storage solutions, Iron Mountain works with thousands of
businesses — just like yours — to provide Records Management, Data Management, and Secure Shredding to help
lower storage costs, comply with regulations, mitigate risks, and recover from disasters. We make it easy to store,
manage or destroy your records through leveraging our national network of locally-managed facilities to deliver
solutions that are secure, affordable, and simple to use.

For the past 60 years, Iron Mountain has served the small and mid-sized business
communities in knowing what to do with their records, data, and files, both paper
and electronic, to make their business more streamlined and efficient. With Iron
Mountain services, your business can succeed.

LOCAL:
 Local facilities with full access to the resources of a national company
 Responsive and flexible services tailored to your needs
 Close proximity to your location allows for quick pick-up and delivery turnaround times
 Next-day, half-day and emergency retrieval services are available
AFFORDABLE AND COST-EFFECTIVE:
 Cost-effective solutions
 Free up valuable office space
 Store and destroy what you need, when you need to
 Pricing and service models tailored for SMB
ONLINE INVENTORY MANAGEMENT:
 Manage your account through our Web portal
 Search and locate your documents or request service with the click of a mouse
 Easy-to-use products and services
QUALITY SERVICE:
 Locked containers
 Chain of custody transportation
 State-of-the-art, secure transport vehicles
 Secure facilities
 24/7 dedicated Customer Support
 Responsive team and operations for all of your needs

© 2014 Iron Mountain Incorporated. All rights reserved. Iron Mountain and the design of the mountain are registered trademarks of Iron Mountain Incorporated in the U.S. and other
countries. All other trademarks are the property of their respective owners.

ironmountain.com | 1 (800) 899 4766 (IRON)
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RECORDS MANAGEMENT: HOW IT WORKS
Iron Mountain makes document storage easy. No more moving heavy boxes or driving containers of records to-andfrom self-storage. Records storage in a few simple steps:

Use your own boxes, or
get them from us. Iron
Mountain can deliver new
cartons to your door.

You pack your records in
the cartons

We pick up your cartons
and transport them to
our secure facility

Manage your account
and retrieve your
documents with
Iron Mountain Connect ™

Next-day, half-day, and emergency retrieval services are available, and we can even scan your records and send them
back to you in electronic format. And when you need some or all of your records back, retrieval requests can be quickly
and easily made online.

ironmountain.com | 1 (800) 899 4766 (IRON)
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Iron Mountain RFID-Ready Boxes

New in 2015, our most popular storage boxes* will come RFID-ready so you can have an easier path to Inventory
Governance at no additional charge. RFID-ready boxes come with a pre-applied label containing an activated
RFID chip that is pre-associated to the barcode, creating the industry’s first and only RFID-ready box. They also
come with a “buddy label” that you can easily peel and affix to your personal inventory sheet before sending
offsite. You’ll automatically be set up for your immediate or future inventory auditing needs,** with the latest asset
tracking technology built into the box, eliminating the need to apply the labels yourself. Using RFID technology,
you’ll receive faster location services with no line of sight required.
With an RFID reader, you can also leverage our open source label to find your box quickly whether it be at your
location or in transit with a third party.

For legacy records, you still have the choice of conducting audits via physical scan, or we can do an RFID label
application project for your existing inventory. RFID labels are also sold separately for non-RFID-ready box types.

*Our most popular box types are 1.2 cf and 2.4 cf in the US and 1.2 in Canada.
**Additional charges apply for auditing requests.

ironmountain.com | 1 (800) 899 4766 (IRON)
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Discount Summary

Savings off of Iron Mountain List Price
*Actual monthly cost may vary based on quantities and billing protocols.

Description
Storage Discount
Service Discount

Discount Rate
30%
30%

Act now, your promotional discounted rates are good through 12/21/2017

© 2014 Iron Mountain Incorporated. All rights reserved. Iron Mountain and the design of the mountain are registered trademarks of Iron Mountain Incorporated in the U.S. and other
countries. All other trademarks are the property of their respective owners.

ironmountain.com | 1 (800) 899 4766 (IRON)
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C USTOMER A GREEMENT
IRON MOUNTAIN INFORMATION MANAGEMENT, LLC
Address of Iron Mountain Branch/District Office:
FOR IRON MOUNTAIN PURPOSES ONLY
Account Number:

NAICS Code:

Branch/District Cost Ctr. No.:

Contract Effective Date:

11/21/2017

CUSTOMER:
City of Minneapolis

BILLING ADDRESS (If Different):

Street Address:
105 Fifth Avenue South

Street or Box No.:
105 Fifth Avenue South
dl.ccstreet2.2

City:
Minneapolis

State:
MN

Zip + 4:
55415

Primary Contact and Title:
Narin Sihavong

City:
Minneapolis
dl.ccity2.2

State:
dl.st2.2

Zip + 4:
55415
dl.czip2.2

Billing Contact:

Telephone: (612) 673-5194
E-mail: narin.sihavong@minneapolismn.gov

Fax:

(612) 673-5194
Telephone: dl.bcphone.2
Fax:
narin.sihavong@minneapolismn.gov dl.bcfax.2
E-mail: dl.bcemail.2

Iron Mountain Information Management, LLC (“Iron Mountain” or “IM”) will perform the services described on schedules annexed to this Agreement,
either physically or by reference (each a “Schedule”), and Customer will pay IM for such services according to the rates and provisions in the Schedules.
All services will be provided subject to this Agreement, which consists of this page, the Basic Terms and Conditions, the Schedules and the Glossary of
terms that can be found at http://cic.ironmountain.com.
VALUE OF DEPOSITS. Customer declares, for the purposes of this Agreement, that (a) with respect to hard-copy (paper) records, microfilm
and microfiche stored pursuant to this Agreement, the value of such stored items is $1.00 per carton, linear foot of open-shelf files, container or
other storage unit, and (b) with respect to round reel tape, audio tape, video tape, film, data tape, cartridges or cassettes or other non-paper
media stored pursuant to this Agreement, the value of such stored items is equal to the cost of replacing the physical media. Customer
acknowledges that it has declined to declare an excess valuation, for which an excess valuation fee would have been charged.
LIMITATION OF LIABILITY. Iron Mountain’s liability, if any, for loss or destruction of, or damage to, materials stored with Iron Mountain
(“Deposits” or “Items”) is limited to the value of each Deposit as described above, or as otherwise set forth herein. Iron Mountain’s maximum
liability with respect to services not related to storage is the amount paid by Customer for a discrete project or, if the loss is related to service of
an ongoing and continuing nature, six months of fees paid by Customer for such service. Other limitations on Iron Mountain’s and/or
Customer’s liability are set forth on the following pages.

CUSTOMER: City of Minneapolis

I RON M OUNTAIN

Individual Signing:
[print name]
dl.fullname.2

Individual Signing:
[print name]
dl.fullname.3

Signature:
dl.signhere.2

Signature:
dl.signhere.3

Title:

Title:

dl.title.2

Signing Date:

dl.title.3

Signing Date:
dl.datesign.2

dl.datesign.3

In order to keep Customer apprised of Iron Mountain’s service offerings, new regulations that may be of interest to customers and similar information, Iron
Mountain will add Customer’s representative to its informational mailing list, if an email address is provided above, to receive newsletters and
communications through email or postal delivery. Customer may elect to unsubscribe any time after receiving the first newsletter or communication.

IM-5000 v. 01/11/2017

© 2017 Iron Mountain Incorporated

Approved as to Form and Legal Content by
Iron Mountain Commercial Legal Department
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BASIC TERMS AND CONDITIONS
(Based on terms and conditions promulgated by Professional Records & Information Services Management)

The following terms and conditions shall apply to this Agreement.
1. Term. The term of this Agreement shall commence on the date of Customer’s signature or, if later, the Effective
Date set forth on the first page of this Agreement. The initial term of this Agreement shall continue for one (1) year
after commencement. Upon expiration of the initial term, the term will continue with automatic renewals for
additional one (1) year terms, unless written notice of non-renewal is delivered by either party to the other not less
than thirty (30) days prior to the expiration date. In the event that IM continues to hold Deposits after the expiration
or termination of this Agreement, the terms of this Agreement shall continue to apply until all Deposits have been
removed from IM’s facility, except that IM may adjust rates upon thirty (30) days’ written notice.
2. Charges. Rates and charges shall be as specified in the Pricing Schedule (Schedule A) and/or other Schedules. Rates
and charges for storage and services shall remain fixed for the first year of this Agreement, and may thereafter be
changed at any time by IM upon thirty (30) days’ written notice. Transportation surcharges apply and change
monthly without notice in accordance with IM’s fuel surcharge policy, which may be found at
http://cic.ironmountain.com/fuelsurcharge/.
3. Customer Instructions. Customer warrants that it is the owner or legal custodian of the Deposits and has full
authority to store the Deposits and direct their disposition in accordance with this Agreement. IM will perform
services pursuant to the direction of Customer’s agent(s) identified pursuant to IM’s standards. Authority granted to
any persons on standard authorization forms shall constitute Customer’s representation that the identified persons
have full authority to order any service, including disposal or removal of Deposits. Such orders may be given in
person, by telephone or in writing (fax, email or hard-copy). Customer releases IM from all liability by reason of the
destruction of materials pursuant to Customer’s authorization.
4. Operational Procedures. Customer shall comply with IM’s reasonable operational requirements, as modified from
time to time, regarding cartons, carton integrity, delivery/pickup/account closing volumes, preparation for pickup,
security, secure shredding protocols, access and similar matters. Extraordinary volume requests (defined as 125% of
the average volume over the immediately preceding three month period) may involve additional costs, such as
overtime, which Customer will pay at IM’s overtime rates, provided Customer consents to such costs in advance.
5. Force Majeure. Neither party shall be liable for delay or inability to perform caused by acts of God, governmental
actions, labor unrest, acts of terrorism, riots, unusual traffic delays or other causes beyond its reasonable control.
6. Governmental Orders. IM is authorized to comply with any subpoena or similar order related to the Deposits, at
Customer’s expense, provided that IM notifies Customer promptly upon receipt thereof, unless such notice is
prohibited by law. IM will cooperate with Customer’s efforts to quash or limit any subpoena, at Customer’s expense.
7. Confidentiality. "Confidential Information" means any information (i) contained in the Deposits, (ii) concerning or
relating to the property, business and affairs of the party disclosing such information that is furnished to the receiving
party, and (iii) regarding this Agreement, its Schedules and IM’s processes and procedures; except for information
that was previously known to the receiving party free of any obligation to keep it confidential, is subsequently made
public by the disclosing party or is disclosed by a third party having a legal right to make such disclosure.
Confidential Information shall be used only in the manner contemplated by this Agreement and shall not be
intentionally disclosed to third parties without the disclosing party’s written consent. IM shall not obtain any rights of
any sort in or to the Confidential Information of Customer contained in Deposits. IM shall implement and maintain
reasonable safeguards designed to protect Customer’s Confidential Information.
8. Limitation of Liability.
a. Liability for Loss or Damage to Deposits. IM shall not be liable for any loss or destruction of, or damage to,
Deposits, including costs resulting from a loss of a Deposit constituting a breach of data security or
confidentiality, unless such loss or damage resulted from IM’s negligence. If liable, the amount of IM’s liability
is limited as provided on the first page hereof. Deposits are not insured by IM against loss or damage, however
caused. Customer may insure Deposits through third-party insurers for any amount. Customer shall cause its
insurers of Deposits to waive any right of subrogation against IM. If Deposits are placed in the custody of a thirdparty carrier for transportation, the carrier shall be solely responsible for any loss or destruction of, or damage to,
such Deposits while in the custody of the carrier.
b. Liability for Non-Storage Services. With respect to services not related to the storage of Deposits, IM shall not be
liable for any loss or default unless such loss or default is due to the negligence of IM. If liable, the amount of
IM’s liability is limited as provided on the first page hereof. IM shall not be liable for the loss of contents of
shredding bins unless and until the contents are in the custody and control of IM.
IM-5000 v. 01/11/2017

© 2017 Iron Mountain Incorporated

Approved as to Form and Legal Content by
Iron Mountain Commercial Legal Department
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9.

10.

11.

12.
13.

14.

15.

16.

17.

18.

c. No Consequential Damages. In no event shall either party be liable for any consequential, incidental, special or
punitive damages, or for loss of profits or loss of data, regardless of whether an action is brought in tort, contract
or under any other theory.
ITAR/EAR Compliance. Customer represents that none of the Deposits stored by Iron Mountain pursuant to this
Agreement require protection from access by foreign persons because they contain technical information regarding
defense articles or defense services within the meaning of the International Traffic in Arms Regulations (22 CFR 120)
or technical data within the meaning of the Export Administration Regulations (15 CFR 730-774). If any of
Customer’s Deposits do contain any such information, Customer shall notify Iron Mountain of the specific Deposits
that contain such information and acknowledges that special storage and service rates shall apply thereto.
Non-Custodial Status. Unless Iron Mountain shall have explicitly agreed in writing, Iron Mountain’s performance
of services shall not cause Iron Mountain to be deemed a “custodian” of the records or “designee” of Customer under
state or federal law with respect to such records.
Notice of Claims. Claims by Customer must be presented in writing within a reasonable time, in no event longer than
ninety (90) days after delivery or return of the Deposits to Customer, or ninety (90) days after Customer is notified of
loss, damage or destruction to part or all of the Deposits.
Notice of Loss. When Deposits have been lost, damaged or destroyed, Iron Mountain shall, upon confirmation of the
event, report the matter in writing to Customer.
Payment Terms. Payment terms are net, thirty (30) days. Customer shall be liable for late charges totaling one
percent (1%) per month of the outstanding balance. At any time during the term of this Agreement, IM may require
Customer to enroll in electronic payment (including auto-pay) at no additional charge to Customer if: (i) Customer
fails to pay its charges pursuant to the payment terms herein; or (ii) Customer’s annual account charges meet IM’s
requirement for electronic payment. Prior to delivery of Deposits upon expiration, termination, or substantial
withdrawal, IM may require full payment in advance.
Customer Default. If Customer fails to pay IM’s charges (other than disputed charges) within sixty (60) days after
the date of an invoice, IM may suspend service. If Customer fails to pay IM’s charges (other than disputed charges)
for six (6) months or longer, IM may securely destroy Deposits, provided IM shall have provided ninety (90) days’
written notice to Customer; Customer shall pay IM’s standard price for such secure destruction. A final notice will be
sent to Customer ten (10) days prior to secure destruction of the Deposits. IM shall have other rights and remedies as
may be provided by law. In the event IM takes any actions pursuant to this Section, it shall have no liability to
Customer or anyone claiming by or through Customer.
Termination. Either party may terminate this Agreement upon written notice to the other party in the event that the
other party shall have breached any of its material obligations hereunder and shall not have cured such default within
forty-five (45) days after written notice of such default, subject to the fees set forth in the applicable Schedule(s).
Safe Materials and Premises. Customer shall not store with IM or place in shredding bins any material that is highly
flammable, may attract vermin or insects, or is otherwise dangerous or unsafe to store or handle, or any material that
is regulated by federal or state law or regulation relating to the environment or hazardous materials. Customer shall
not store negotiable instruments, jewelry, check stock or other items that have intrinsic value. Customer warrants that
it shall only place paper-based materials in the shredding bins. Customer shall reimburse IM for damage to
equipment or injury to personnel resulting from Customer’s breach of this warranty.
Purchase Orders. In the event that Customer issues a purchase order to IM covering the services provided under this
Agreement, any terms and conditions set forth in the purchase order which are in addition to or establish conflicting
terms and conditions to those set forth in this Agreement are expressly rejected by IM.
Miscellaneous. IM may subcontract its obligations under this Agreement, in whole or in part, to an affiliate. Neither
party may assign this Agreement in whole or in part, except to an affiliate, without the prior written consent of the
other party. An affiliate means any entity controlling, controlled by, under common control with, or having a common
parent with IM or Customer. Any notice made pursuant to this Agreement may be given in writing at the addresses set
out on the first page hereof until written notice of a change of address has been received. Notices to IM shall be sent
to the attention of its General Manager. IM may exercise all rights granted to warehousemen by the Uniform
Commercial Code as adopted in the state where the Deposits are stored. In the event of inconsistency between these
Basic Terms and Conditions and a Schedule, the Basic Terms and Conditions shall prevail as to the services covered
thereby. This Agreement shall be governed by the laws of the state in which Customer’s office identified in this
Agreement is located except for conflicts of laws principles.

IM-5000 v. 01/11/2017

© 2017 Iron Mountain Incorporated

Approved as to Form and Legal Content by
Iron Mountain Commercial Legal Department
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Schedule A:
PROGRAM PRICING SCHEDULE
Records Management
This Records Management Pricing Schedule is incorporated into and made part of the Customer
Agreement (“Agreement”) between Iron Mountain Information Management LLC, (the “Company” or “Iron
Mountain”) and City of Minneapolis, (the “Customer”).
List Price is the standard Iron Mountain price for a given service.
Please see our Customer Information Center at cic.ironmountain.com for a Glossary with definitions of the
terms used in this Pricing Schedule and more detail regarding our services, standard processes, and billing
practices. In addition, restrictions apply to volume and/or stated timeframes for some service transaction
types and these may be found in the Glossary under each service type.
This Records Management Pricing Schedule supersedes and terminates any prior Records Management
Pricing Schedule and/or Schedule A existing between Iron Mountain and the Customer for the accounts
noted below. All other Records Management services not specifically listed on this Schedule A will be
charged at Iron Mountain’s then current rates.

dl.schedule2accountname.1
District Name/Number: | Customer No.
Effective Date: 11/21/2017
.1
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List Prices (as of 11/21/2017)
STANDARD STORAGE AND SERVICES (see http://cic.ironmountain.com/records/glossary for service definitions)
DESCRIPTION














Carton Storage
Receiving and Entering - Carton
Regular Retrieval - Carton
Regular Retrieval - File from Carton
Regular Refile - Carton
Regular Refile - File to Carton
Archival Destruction - Carton
Permanent Withdrawal - Carton
Permanent Withdrawal - File from Carton
Next Day Delivery
Regular Pickup
Handling Charge

CURRENT
LIST PRICE

$0.39
$2.59
$3.26
$4.34
$3.26
$4.34
$3.96
$7.00
$3.50
$30.66
$30.66
$2.94

PER

Cubic Foot
Cubic Foot
Cubic Foot
File
Cubic Foot
File
CF plus Regular Retrieval Charge
CF plus Regular Retrieval Charge
File plus Regular Retrieval Charge
Visit plus Handling Charge
Visit plus Handling Charge
Cubic Foot

PREMIUM STORAGE AND SERVICES (see http://cic.ironmountain.com/records/glossary for service definitions)
DESCRIPTION












Rush Retrieval - Carton
Rush Retrieval - File from Carton
Regular Interfile - Carton
Half Day Delivery
Rush Delivery - Business Day
Rush Delivery - Weekends/Holidays/After Hours
Rush Pickup - Business Day
Archival Destruction - File from Carton
Miscellaneous Services - Labor
Re-Boxing Charge

CURRENT
LIST PRICE

$6.95
$9.15
$8.40
$60.50
$120.00
$241.00
$120.00
$5.25
$62.20
$5.90

PER

Cubic Foot
File
Each
Visit plus Handling Charge
Visit plus Handling Charge
Visit plus Handling Charge
Visit plus Handling Charge
File plus Regular Retrieval Charge
Hour
Labor plus New Carton Cost

OTHER PROGRAM FEES (see http://cic.ironmountain.com/records/glossary for service definitions)
DESCRIPTION

CURRENT
LIST PRICE

PER

 Administrative Fee (Summary Billing)
$26.95 Account ID per Month
 Administrative Fee (Detailed Billing)
$67.35 Account ID per Month
 Fuel Surcharge
* Transportation Visit
*A Fuel Surcharge is applied monthly based upon changes in the price of diesel fuel as published by the US Department of
Energy. This charge is calculated monthly and included as a percentage of transportation related service charges. The
current monthly Fuel Surcharge information can be found at http://cic.ironmountain.com/FuelSurcharge.
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Custom Pricing
CUSTOM STORAGE AND SERVICES (see http://cic.ironmountain.com/records/glossary for service definitions)
DESCRIPTION













Initial Move - Carton
Initial Move - Individual Listing
Initial Move - Labor
Individual Listing
Storage Minimum
Minimum Service Order Charge
Image on Demand - Imaging Minimum (includes first 50 images)
Image on Demand - Digital Images Scanned
(in excess of the first 50 images)
Image on Demand - Hourly Labor
Image on Demand - Professional Services
RFID Z Label
RFID T Label

CURRENT
LIST PRICE
$3.70
$0.71
$62.20
$0.71
$160.70
$14.50
$25.00
$0.25
$62.20
$265.20
$0.60
$0.60

PER
Cubic Foot
File
Hour
File
Month
Order
Order
Image
Hour
Hour
File
File

**Note: Storage Minimum will not apply during the first 30 days following the effective date of your Agreement. Following this grace period, one of the accounts
under this schedule designated by Customer will be assessed a Storage Minimum if the aggregate storage charges for the account(s) under this Schedule is less
than the amount specified, even if no records have been moved into an Iron Mountain storage facility.

Image on Demand is not available in all markets. If the customer's requirements differ from those
described in "Image on Demand - Overview" within the glossary of the Customer Information Center
(http://cic.ironmountain.com/records/glossary), then custom services are available and must be described
in an agreed upon statement of work.
Additional Services beyond those listed in this Pricing Schedule are available. For service descriptions,
please go to Additional Services at cic.ironmountain.com/additionalservices.

Initial Move
Initial Move prices apply for the services listed for Items received during the startup process (Initial Move)
of a new customer program and applies to all initial volume received by Iron Mountain within three (3)
months of the date of the date of the Agreement.

dl.approve.1

dl.decline.1
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Access Authorization Form
Records Management

X
dl.cba.2

New

dl.cbb.2

Update

Customer Number/ID
City of Minneapolis

Customer Name
Division ID

dl.cbdiv.2

All Divisions

Department ID

dl.cbdep.2

All Departments

***Strict Authorization will apply*** = Only the names listed will have access to the account information
Authorized Users ***Minimum of two authorized users required***
If the account is Department Restricted, a minimum of two authorized users is required for each Department ID
Access #1:
Authorized Contact Name:
dl.authcont1a.2

Phone Number:
dl.phone1a.2

Email Address:
dl.email1a.2

*Password (optional):
dl.pass1a.2

Department (if department specific/restricted):
dl.dept1a.2

Authorized Destruction:
dl.authdrop1a.2

Access #2:
Authorized Contact Name: dl.authcont2a.2
Phone Number: dl.phone2a.2
Email Address: dl.email2a.2
*Password (optional): dl.pass2a.2
Department (if department specific/restricted): dl.dept2a.2
Authorized Destruction: dl.authdrop2a.2
*Password security is optional. Passwords can be any alphanumeric combination up to 10 characters.

Authorized by:
Phone Number/Ext:

dl.signhere.2
dl.phonenumber.2
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CONSUMER DISCLOSURE
From time to time, Iron Mountain Inc. (we, us or Company) may be required by law to provide
to you certain written notices or disclosures. Described below are the terms and conditions for
providing to you such notices and disclosures electronically through the DocuSign, Inc.
(DocuSign) electronic signing system. Please read the information below carefully and
thoroughly, and if you can access this information electronically to your satisfaction and agree to
these terms and conditions, please confirm your agreement by clicking the ‘I agree’ button at the
bottom of this document.
Getting paper copies
At any time, you may request from us a paper copy of any record provided or made available
electronically to you by us. You will have the ability to download and print documents we send
to you through the DocuSign system during and immediately after signing session and, if you
elect to create a DocuSign signer account, you may access them for a limited period of time
(usually 30 days) after such documents are first sent to you. After such time, if you wish for us to
send you paper copies of any such documents from our office to you, you will be charged a
$0.00 per-page fee. You may request delivery of such paper copies from us by following the
procedure described below.
Withdrawing your consent
If you decide to receive notices and disclosures from us electronically, you may at any time
change your mind and tell us that thereafter you want to receive required notices and disclosures
only in paper format. How you must inform us of your decision to receive future notices and
disclosure in paper format and withdraw your consent to receive notices and disclosures
electronically is described below.
Consequences of changing your mind
If you elect to receive required notices and disclosures only in paper format, it will slow the
speed at which we can complete certain steps in transactions with you and delivering services to
you because we will need first to send the required notices or disclosures to you in paper format,
and then wait until we receive back from you your acknowledgment of your receipt of such
paper notices or disclosures. To indicate to us that you are changing your mind, you must
withdraw your consent using the DocuSign ‘Withdraw Consent’ form on the signing page of a
DocuSign envelope instead of signing it. This will indicate to us that you have withdrawn your
consent to receive required notices and disclosures electronically from us and you will no longer
be able to use the DocuSign system to receive required notices and consents electronically from
us or to sign electronically documents from us.
All notices and disclosures will be sent to you electronically
Unless you tell us otherwise in accordance with the procedures described herein, we will provide
electronically to you through the DocuSign system all required notices, disclosures,
authorizations, acknowledgements, and other documents that are required to be provided or
made available to you during the course of our relationship with you. To reduce the chance of
you inadvertently not receiving any notice or disclosure, we prefer to provide all of the required
notices and disclosures to you by the same method and to the same address that you have given
us. Thus, you can receive all the disclosures and notices electronically or in paper format through
the paper mail delivery system. If you do not agree with this process, please let us know as
described below. Please also see the paragraph immediately above that describes the
consequences of your electing not to receive delivery of the notices and disclosures

electronically from us.
How to contact Iron Mountain Inc.:
You may contact us to let us know of your changes as to how we may contact you electronically,
to request paper copies of certain information from us, and to withdraw your prior consent to
receive notices and disclosures electronically as follows:
To contact us by email send messages to: Keith.michelson@ironmountain.com
To advise Iron Mountain Inc. of your new e-mail address
To let us know of a change in your e-mail address where we should send notices and disclosures
electronically to you, you must send an email message to us at kevin.healey@ironmountain.com
and in the body of such request you must state: your previous e-mail address, your new e-mail
address. We do not require any other information from you to change your email address..
In addition, you must notify DocuSign, Inc. to arrange for your new email address to be reflected
in your DocuSign account by following the process for changing e-mail in the DocuSign system.
To request paper copies from Iron Mountain Inc.
To request delivery from us of paper copies of the notices and disclosures previously provided
by us to you electronically, you must send us an e-mail to keith.michelson@ironmountain.com
and in the body of such request you must state your e-mail address, full name, US Postal address,
and telephone number. We will bill you for any fees at that time, if any.
To withdraw your consent with Iron Mountain Inc.
To inform us that you no longer want to receive future notices and disclosures in electronic
format you may:
i. decline to sign a document from within your DocuSign session, and on the subsequent
page, select the check-box indicating you wish to withdraw your consent, or you may;
ii. send us an e-mail to Keith.michelson@ironmountain.com and in the body of such
request you must state your e-mail, full name, US Postal Address, and telephone number.
We do not need any other information from you to withdraw consent.. The consequences
of your withdrawing consent for online documents will be that transactions may take a
longer time to process..
Required hardware and software
Operating Systems:
Browsers:

PDF Reader:
Screen Resolution:
Enabled Security Settings:

Windows® 2000, Windows® XP, Windows
Vista®; Mac OS® X
Final release versions of Internet Explorer® 6.0
or above (Windows only); Mozilla Firefox 2.0
or above (Windows and Mac); Safari™ 3.0 or
above (Mac only)
Acrobat® or similar software may be required
to view and print PDF files
800 x 600 minimum
Allow per session cookies

** These minimum requirements are subject to change. If these requirements change, you will be
asked to re-accept the disclosure. Pre-release (e.g. beta) versions of operating systems and
browsers are not supported.
Acknowledging your access and consent to receive materials electronically

To confirm to us that you can access this information electronically, which will be similar to
other electronic notices and disclosures that we will provide to you, please verify that you were
able to read this electronic disclosure and that you also were able to print on paper or
electronically save this page for your future reference and access or that you were able to e-mail
this disclosure and consent to an address where you will be able to print on paper or save it for
your future reference and access. Further, if you consent to receiving notices and disclosures
exclusively in electronic format on the terms and conditions described above, please let us know
by clicking the ‘I agree’ button below.
By checking the ‘I agree’ box, I confirm that:
•

I can access and read this Electronic CONSENT TO ELECTRONIC RECEIPT OF
ELECTRONIC CONSUMER DISCLOSURES document; and

•

I can print on paper the disclosure or save or send the disclosure to a place where I can
print it, for future reference and access; and

•

Until or unless I notify Iron Mountain Inc. as described above, I consent to receive from
exclusively through electronic means all notices, disclosures, authorizations,
acknowledgements, and other documents that are required to be provided or made
available to me by Iron Mountain Inc. during the course of my relationship with you.

