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CONFIDENTIAL ACCESS CONTROL FORM Pl Z K

Customer ID & 45

Company Name /A & £ #x:

With the interests of protecting our client’'s assets from unauthorised instructions, the following statement must be signed by a current Authorised User within the same department or alternatively the
primary Iron Mountain Contact within the client’s organization:-
ATRPZFERERZE, UWTFFERASHZES B8R O8N REE S HRAK Iron Mountain EEBRRAZET, FRAERSGFHEH.
l, the undersigned, am suitably authorized by my organisation to confirm the users listed below are authorized to provide Iron Mountain

with instructions in respect of the records held on this account and | hereby give you that confirmation.
ANCIRGI AL, NN FIRAA Hr (N S R AU o A AR IR P R B ST 8E 1 8k LU K R 4 RRIEA

Signed by (print name): Signature:
BFN (ER - BFHmE:
Contact Tel No: Email:
BR & i H ] -
Position: Date:
HRAL: H#:

Authorized Users 445

Authorized  Person | Email Address Phone Number Add/Delete/ Department Access Designated Dept. Web Order Approval | Web Order Approver&Email
Name 445 BB 55 Bt X HiE Updated R IHUR ( Required Address
RIS/ MBS/ SR )
0
2 / NA
Page 1 of 2 IM(202208)
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SERVICE,BILLING&TAX INVOCIE INFORMATION jR£. BeEREGEZ(Z5

FR 2145 B Service Information

MR 4 bt 1:

Service Address 1:

2:
Service Address 2:

WEEREAN:
Service Contact:

WMEHERAN:
Service Contact:

B8 S YN INES I
Telephone:

i8S YNV ESE
Telephone:

T B 4% B Billing Information

TKBERR A
Billing Contact :

B
Telephone:

1]

E-mail:

KR E{Z B Tax inwice Information

g—2FRARE WBARMNS)

Chinese Business Registration Number:

Hink, HE:
Address & Tel:

FPTRIES:

Bank and Account Number:

R E %S B Tax Inwice Delivery Information

RE AL

Tax Inwice Delivery Address:

RERHN:

Tax Inwice Contact :

R
Telephone:

HR 78

E-mail:

[o

Page 2 of 2 IM(202208)
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IRONMOUNTAIN ACCOUNT SET-UP AND UPDATE FORM 账号设立及更新表V3（机密授权表&服务账单及发票信息）.pdf
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CONFIDENTIAL ACCESS CONTROL FORM #l# #2##

Customer ID % j' 8§ 5 | Company Name 2 i] 45 §%:
With the interests of protecting our client's assets from unauthorised instructions, the following statement mustbe signed by a current Authorised User within the same department or altematively the
primary Iron Mountain Contact within the client's organization:-
AT R EEEE, UFANIEE 010 CEEEA ARE A EHANK Iron Mountain 3 EREALY, HHARRAF R,
|, the undersigned, am suitably authorized by my organisation to confirm the users listed below are authorized to provide Iron Mountain
with instructions in respect of the records held on this account and | hereby give you that confiration
RN CHEMR AR, i\ FAHEEL2 YRR 0 4 BT IR T AR T O CPFEE M A I S, A e,
Signed by (print name): / . Signature:
4 HEBSOARLSETERZASSY A
BN GEH - o et By ER
Contact Tel No: Email:
B R S WA -
Position: Date:
Rz H -
Authorized Users 4 i
Authorized Person | Email Address L Phone Number Add/Delete/ Department Access Designated Dept. Web Order Approval | Web Order Approver&Email
Name gt L2 ] BREE Updated Bsree BES(0BME | Required Fomamm | Address
Ll g 2 T = ARG MIREFHRRSFIA
] E ]
= H =l
= Ed =]
N N E
=l & =l
=] =] E
B B ]
B -] B
B B -]
B -l -]

i WECRARALE 2 AN NNECNERSSES, WEXHRSI /NS NA.

SERVICE,BILLING&TAX INVOCIE INFORMATION %, HERLZ(EE

TN

BRI

REEZEAGE

| to 3N
Service Address 1-

—

bt 2:
Service Address 2:

Wﬁ%ﬁ‘éﬁ%t&:&ﬁjﬁwmﬁa

BERERA

BAERERA

EERRAENE TN

MM A, Billing Information.

BERR AT

S ET YN

Es

e
Billing Contact :

——

WiE,
Telephome:

L)
E-mail:

AWM Tax invoice Information

MF&EEEFF%TEE]

SRR (ABLARNS) -
Chinese Business Registration Number:

—

ik, i
Address & Tel:

FroEES:
Bank and Acoount Nusber:

F WM A Tox Invoice Delivery Information

BRwitiah-
Tax Inveice Delivery Address:

IAMES A=A

BN
Tax Invoice Comtact

il
Telephome:

i
E-mail:

@it FEFAREEE 2 RS, ANEFNERSSER, RETHERSEERS NA,
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Reader) #THF M XA, F W& T HEAT 77 21
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/ \ IRON CLIENT ORDER FORM
MOUNTAIN" PR R

Please email this form to Iron MountainiFiliXsk X4 EdEEE 0
service email i Rl : ccs@ironmountainchina.com.cn Service tel 5 BRHL % = 4008880360-1

=R ETEEIZEE—EFAR E59: 00E FF6: 00 (lUhERIREFEEEEREE)
FEE: nRENRSEFEEITHENEE. SEaTmpt AT S NS (ndET e AR AR B SIS T=MREIE4008880360- 1) ©

0 |Company Name 4>5] & FF ABC Company Account# HEF RS

1 |Delivery Address jgixih it BRzs Birhiht

2 |Special tem4F#HER RS MAFRETE (B, BHTHEErE. EFHESE)

3 |ContactsIMHEE & A BESHUARRFA Phone # BEF& 15 HinpixFEABIEHFL

4 [EMAIL ADDRESSH FHE{E: =N Authorizer}Z#2 A M & IERAE

5 Mode of transport IM Transportation FEFREELZESREE Yes 3rd Party Courier Senvices 2 =FiugisE Mo

B EE Client Own Transportation SR S{TiEE Mo Read in the warehouse7rgh L EETE No

7 Senice type Next Day or Regular F—T{EH &i@ma Yes 4 Hour Emergency T {fFE 4 B E2EE No

8 B Half Day or Rush=:Fn&ES No Mon-working day EmergencyiE L{EH E2ESE Mo
FEERF 22 ¥%

A BEREMERLATESHE, AVEEMREET. —EXXHHEE—MAERM A4
Z=, ANFETE - XHEAEDL, 22T UREFRKITE, — M XHAFE 2 M.
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铁山
文件附件
O‘Neil Order 客户使用指导标准版- 202411.pdf


档案管理服务模板

		CLIENT ORDER FORM
客户服务定单







		Please email this form to Iron Mountain请把这张表格发邮件至铁山
service email客服邮箱：ccs@ironmountainchina.com.cn           Service tel客服电话：4008880360-1





		铁山中国工作时间是周一至周五上午9：00至 下午 6：00（铁山中国为双休制并遵循国定假期）   *        

		请注意：如果您的服务需求单被成功接收的话，您将会收到由铁山公司发出的确认电邮（如非工作时间和公共假日请拨打客服电话4008880360 - 1 ） * 

		Company Name 公司名称						ABC Company								Account # 客户编号

		Delivery Address 递送地址						服务具体地址

		Special Item特殊事项						服务地特殊备注（无电梯、避开午休具体时间、需车辆信息等）

		Contacts现场联系人						服务现场联系人								Phone # 联系电话				现场联系人固话和手机

		EMAIL ADDRESS电子邮件:						授权人邮箱								Authorizer授权人姓名				授权人姓名

		Mode of transport
运输方式*				IM Transportation 选用铁山车辆运输								Yes		3rd Party Courier Services第三方快递运输								No

						Client Own Transportation客户自行运输								No		Read in the warehouse在铁山库房查阅								No

		Service type
服务类型*				Next Day or Regular 下一工作日普通定单								Yes		4 Hour Emergency工作日4小时紧急定单								No

						Half Day or Rush半天加急定单								No		Non-working day Emergency非工作日紧急定单								No



		ORDER DETAILS 服务定单详情																								Examples with pictures附上材料示例图片：
【2#（1.4尺寸】箱子外部长宽高：43*34*29）

		Remind提醒:所有存储物品均需贴铁山条码后再下单给铁山收取入库（按箱存储需提前将文件打包装箱）、入库量超过50箱时请提前2个工作日下单

		A1. NORMAL MATERIAL SUPPLY (ENTER THE QUANTITY INTO CORRESPONDING CELLS) 常规材料供应（将材料数量填入以下相关的单元格中）																								铁山标准箱、铁山RF芯片箱子条码、铁山安全锁扣
（1个箱子必须贴1个条码，大标签必须贴箱子上的条码粘贴处，小标签可自留或贴大标签旁边）



				

Daisy Feng: Daisy Feng:
1个箱子需贴1个箱子条码，若需箱子条码请在右边【文件箱条码】栏填写数量								

Daisy Feng: Daisy Feng:
常规1个箱子需2根锁扣		Box 
空文件箱				Box Barcode
文件箱条码				Security Seal
安全锁扣				File Barcode
文件条形码				Tape Barcode
磁盘条形码				Tape Case
磁带箱

		A2: CUSTOMIZED MATERIAL SUPPLY (ENTER THE QUANTITY INTO CORRESPONDING CELLS) 其他特殊类型材料供应
（将所需材料类型、及所需数量填入以下单元格中）





		B: OTHER SERVICES (ENTER THE QUANTITY INTO CORRESPONDING CELLS) 其他服务（将服务需求及数量填入以下单元格中）
（打包装箱、登记箱内文件目录、阅览室租赁、无电梯人工搬运等）





		C. SENDING RECORDS TO IM FACILITY (ENTER THE QUANTITY INTO CORRESPONDING CELLS) 
文档运至铁山仓库存储（将入库数量填入以下相关的单元格中）



		New Add Box
新箱子首次入库				Refile Box
调阅后再次入库箱子						Filefolder
单份文件入库						Magnetic Tape
单盘磁盘入库				Magnetic Tapecas
磁带箱入库



		D. RECORDS RETRIEVEAL  (ENTER THE QUANTITY INTO CORRESPONDING CELLS) 
文档调阅（将调阅数量及条码号填入以下相关的单元格中）

		Box Retrieval Qty
箱子调阅量						File Retrieval Qty
文件调阅量						 Tape Retrieval Qty
磁盘调阅量						Tape Case Retrieval Qty
磁带箱调阅量

		#		IM Barcode # 铁山的条码号						Permanent Out永久出库（不在铁山存储）				#		Client Barcode #客户的条码号						Permanent Out永久出库（不在铁山存储）

		1								No				1								No

		2								No				2								No

		3								No				3								No

		4								No				4								No

		5								No				5								No

		6								No				6								No

		7								No				7								No

		8								No				8								No

		9								No				9								No

		10								No				10								No

		11								No				11								No

		12								No				12								No

		13								No				13								No

		14								No				14								No

		15								No				15								No

		16								No				16								No

		17								No				17								No

		18								No				18								No

		19								No				19								No

		20								No				20								No

		21								No				21								No

		22								No				22								No

		23								No				23								No

		24								No				24								No

		25								No				25								No

		26								No				26								No

		27								No				27								No

		28								No				28								No

		29								No				29								No

		30								No				30								No









档案销毁服务模板

		CLIENT ORDER FORM
客户服务定单







		Please email this form to Iron Mountain请把这张表格发邮件至铁山
service email客服邮箱：ccs@ironmountainchina.com.cn           Service tel客服电话：4008880360-1





		铁山中国工作时间是周一至周五上午9：00至 下午 6：00（铁山中国为双休制并遵循国定假期）   *        

		请注意：如果您的服务需求单被成功接收的话，您将会收到由铁山公司发出的确认电邮（如非工作时间和公共假日请拨打客服电话4008880360 - 1 ） * 

		Company Name 公司名称						ABC Company								Account # 客户编号

		Delivery Address 递送地址						服务具体地址

		Special Item特殊事项						服务地特殊备注（无电梯、避开午休具体时间、需车辆信息等）

		Contacts现场联系人						服务现场联系人								Phone # 联系电话				现场联系人固话和手机

		EMAIL ADDRESS电子邮件:						授权人邮箱								Authorizer授权人姓名				授权人姓名

		Mode of transport
运输方式*				IM Transportation 选用铁山车辆运输								Yes		3rd Party Courier Services第三方快递运输								No

						Client Own Transportation客户自行运输								No

		Service type
服务类型*				Next Day or Regular 下一工作日普通定单								Yes		4 Hour Emergency工作日4小时紧急定单								No

						Half Day or Rush半天加急定单								No		Non-working day Emergency非工作日紧急定单								No



		ORDER DETAILS 服务定单详情



		A: OTHER DESTRUCTION (ENTER THE QUANTITY INTO CORRESPONDING CELLS) 其他类型文档机密销毁（将销毁数量填入以下相关的单元格中）

		Notes:For other types of destruction, the contract must include the quotation 注意：其他类型销毁，合同中需有相关销毁的描述与报价

														supervise
是否需要监督销毁				No		Video of destruction是否需要销毁视频				No

		Destroy bag
销毁袋销毁		Destroy KG
按公斤销毁		Destroy Bin
销毁桶销毁(120L)		Destroy Bin
销毁桶销毁(240L)		Destroy Cubic M
按立方米销毁				Certification of destruction
是否需要销毁证明				No		Pictures of destruction是否需要销毁照片				No

		B: FILES WITH IM BARCODE DESTRUCTION (ENTER THE QUANTITY AND BARCODE INTO CORRESPONDING CELLS) 贴有铁山条码的文档机密销毁
（将数量和条码填入以下相关的单元格中）

		Box Destroy Qty
箱子销毁量						File Destroy Qty
单份文件销毁量						 Tape Destroy Qty
磁盘销毁量						Destruction requirement
销毁要求



		#		IM Barcode # 铁山的条码编号								Client Barcode #客户的条码编号

		1																		是否需要监督销毁
supervise				No

		2

		3

		4																		是否需要销毁证明
Certification of destruction				No

		5

		6

		7																		是否需要销毁视频
Video of destruction				No

		8

		9

		10																		是否需要销毁照片
Pictures of destruction				No

		11

		12

		13																		Notes:The above requirements will be charged according to the contract quotation
注意：以上销毁证明、销毁视频会涉及费用，按合同报价收费。合同无报价则不提供

		14

		15

		16

		17

		18

		19

		20

		21

		22

		23

		24

		25

		26

		27

		28

		29



		Notes备注：
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		CLIENT ORDER FORM

		客户服务定单

		Please email this form to Iron Mountain请把这张表格发邮件至铁山

		客服邮箱：ccs@ironmountainchina.com.cn 联系电话：4008880360

		Company Name 
公司名称										Account # 
客户编号

		Delivery Address 
递送地址										Phone # 
联系电话

		Contacts
现场联系人										Order Date
订单日期				下单日期

		EMAIL 
电子邮件:						填写授权人邮件



		FALSE		IM Transportation
选用铁山车辆运输		FALSE		Client Own Transportation
客户自行运输						FALSE		3rd Party Courier Services
第三方快递

		FALSE		Next Day or Regular 下一工作日普通定单		FALSE		Half Day or Rush
半天加急定单		FALSE		4 Hour Emergency
工作日4小时紧急定单		FALSE		Non-working day Emergency
非工作日紧急定单

		ORDER DETAILS 服务定单详情



		A. SENDING RECORDS TO IM FACILITY (ENTER THE QUANTITY INTO CORRESPONDING CELLS) 

文档送至铁山仓库（将数量填入以下相关的单元格中）

												入库磁带数

		Box
箱子入库				Filefolder
文件入库						Magnetic Tape
磁盘入库



		B. RECORDS RETRIEVEAL or REFILE (ENTER THE QUANTITY INTO CORRESPONDING CELLS) 
文档调阅（将数量填入以下相关的单元格中）

		调阅箱数						调阅文件数		调阅磁带数

		Box 文件箱						Filefolder文件夹		Tape磁盘						Tape Container磁盘箱

		#		Barcode #				Alternate #										Perm Out

		1		调阅铁山箱/文件/磁带号														Yes

		2																No

		3

		4

		5

		6

		7

		8



		C. ARCHIVE DESTRUCTION (ENTER THE QUANTITY INTO CORRESPONDING CELLS) 
在库文档机密销毁（将数量填入以下相关的单元格中）

		#		Barcode #						Alternate #

		1		销毁铁山箱/文件/磁带号

		2

		3

		4

		5

		6



		D. MATERIAL SUPPLY (ENTER THE QUANTITY INTO CORRESPONDING CELLS) 

材料供应（将数量填入以下相关的单元格中）

		数量		数量				数量				数量				数量

		12

: Box 
空文件箱						File Barcode
文件条形码				Tape Barcode
磁盘条形码				Security Seal
安全锁扣		Tape Case
磁带箱



		E. OTHER SERVICES (ENTER THE QUANTITY INTO CORRESPONDING CELLS) 

其他服务（将数量填入以下相关的单元格中）

		FALSE		IM Viewing Room Rental租用铁山阅览室				Re-boxing打包装箱:		数量						Hours租用时长:		X小时



		FALSE		Indexing档案文件检索编目



		Details 服务要求详情：备注



		Please contact Databox Client Services at least 2 business days beforehand if you want to organise regular delivery/collection of more than 50 boxes. Please define additionally the date/time of rush delivery/collection of more than 50 boxes with Databox注意：如您需递送50个以上文件箱请提前至少2个工作日与我们的客服联系，如需紧急递送服务，请在本订单上注明日期及时间。
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99 |A1. NORMAL MATERIAL SUPPLY (ENTER THE QUANTITY INTO CORRESPONDING CELLS) B EMER (sirEsEiE s L TERNETET)

23
Box Box Barcode Seal File Barcode Barcode Tape Case
24 A MHHERED 20 SRR R AR Rt

A2: CUSTOMIZED MATERIAL SUPPLY (ENTER THE QUANTITY INTO CORRESPONDING CELLS) Bl R REAE{HE Ry
25 | (ISESHRER. ERENEIEA L TETEF)

26

B EAFENGXM, FIUANXHEFE, AREHER, TEMATIRIEZFRSHIEAT,

B: OTHER SERVICES (ENTER THE QUANTITY INTO CORRESPONDING CELLS) EHhIRSS (SEBESHEREE N U TFSETHES)
)| (T8, SEAEER. AREAE. TEEATERES)

C AR XMEER LG ERES, REFHS,

C. SENDING RECORDS TO IM FACILITY (ENTER THE QUANTITY INTO CORRESPONDING CELLS)
| | MSEERLEERR o) EREr L TFESNETET)

Mew Add Box Refile Box Filefolder Magnetic Tape Magnetic Tapecas
3 FETFEIMNE RREERNEET BHNE BEEENE BHEENE

D MAFERFAK LCENAT/XH/HERAAEE P ALNENET, FRETRAANEE, UK
FiTxd BB 5 L A B R 5

D. RECORDS RETRIEVEAL (ENTER THE QUANTITY INTO CORRESPONDING CELLS)
35 | 3AEREM sEENEREESENATESNETED)

Box Retrieval Qty File Retrieval Qty Tape Retrieval Qty Tape Case Retrieval Qty

26 BTREE MHEEE HEEEE EFEEEE

a7 a IM Barcode # Bt IR B E Pe'T;'f{"é%:‘ggFE # Client Barcode #5 PHI5B S perT;;"é%‘gg ;Iﬂ g
38 1 No 1 No

39 2 No 2 Mo

40 3 No 3 No

41 4 No 4 No

42 5 No 5 No

> “BFRFRB-MEHBERE” BEFHEWT:

FHREERER
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Please email this form to Iron Mountain & iiXsk & & R d e EE U
service email X BRE#3E : ccs@ironmountainchina.com.cn Service tel ¥ RH.&% : 4008880360-1

HUFET (EEEE—=EA L59: 002 M 6: 00 (BUFEANGHFFEEREERE) -
ELE: INRENRESEREEAINENINE, SESWEIBSIIATIAHMNIARRE (2135 T/EREFAHME OiEkiT=RAEE4008880360- 1) *

Company Name 48] -&%n ABC Company Account # EFERS
Delivery Address j#Eiht ISRt
Special ltemdFHEEIR REMEEEE Coetd . BRI {ErE. EFREEE)
Contacts#liAEES A IESIRREA Phone # Bi £ Hi& iz EAREFNFN
EMAIL ADDRESSEEFH} NG ] AuthorizerdEHl AME  HEAMS
Mode of transport IM Transportation FEFREELI2FEEE Yes 3rd Party Courier Services S5 = FiRiRiEE; Ne
S Client Own Transportation S S{TIES Mo
Service type Next Day or Regular F—L{EREEES Yes 4 Hour Emergency TIER 4 R ES 24 Ne
AR Half Day or Rush==FhNEEES Mo Non-working day EmergencydE THEF EamE No

BERERFREHFRE

A FUHMER XHNEHE, BFEHEARTANRLGEN X, IREARATHFHRRHE.
M, HATHESE, FEHHEBENR,
0

3 ORDER DETAILS [REE$itE
» A: OTHER DESTRUCTION (ENTER THE QUANTITY INTO CORRESPONDING CELLS) EHihSRISTRuHSsben (ISpensEaE » L eSS TES)
3 Motes:For other types of destruction, the contract must include the quotation £ 8: E&2ENaS, A4 RsESdTOERSEH
supervise Mo Video of destruction & & Ho
B AESTERAS N SZESES N
Destroy Bin | Destroy Bin ) Certification of Bictures o ruction £

Dtovben Doty KO |wmmas |memas | 09T COCN destruction No  |PElESOTdestiuction®)

T e STEE 1200 {240L) SARES EEREHAREN B

B TUMA %L A H CRALEHE, FERERENMRLEADEET, HEHHERE R,

E: FILES WITH IM BARCODE DESTRUCTION (ENTER THE QUANTIY AND BARCODE INTO CORRESPONDING CELLS) ISETEELLIZERISAI OSSN 6S2S
26 GEEUEF SSIE A R FMESCRI o)

27 Box Destroy Gty File Dastroy Gy Tape Destroy Gty ) _
sE T apualaE SR iy g T puEn Destruction requirement
28 |EER
29 # IM Barcode # 2l &5 F 55 Client Barcode #% F o S5 #& S
30 1 — .
EENEZENSS ~
Eal z supervise He
32 3
33 4 EENE=ESESN
34 = Certification of No
35 =3 destruction
36 7 - S
EEwmEaSEE -
37 8 Video of destruction He
38 9
2 1o EEm=asas o
40 11 Pictures of destruction 2
41 12
42 13
a3 12 ; ;
- Motes:The above requirements will be
44 1s charged according to the contract
45 15 quotation
46 17 EE: @SS ESN. aaSmaSmaeTFRE
2H. EFEERSES. SEITESE
47 12 £
F R
48 19
a9 >n
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Please email this form to Iron MountainigiiXsk &4 SiitF =gl
service emailE R = ccs@ironmountainchina.com.cn Service tel3X RS = 40088803601

S rE TR EE—ERT EA0: 00Z A 6: 00 (BLUmERTsraEEses
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Company Mame £ 8 %7 ABC Company Account # FEPRE
Delivery Address i$3E #hht e S in & bl
Special ltem$FEEEIN BRF Mh M EF (R BATHEFEE . EEHIEEE
ContactsTUIpEE F A IRSMIREREA Phone # B F81E UGB E A BIEFNF
EMAIL ADDRESSH, T Hfi: it N AuthorizerfEf1 A E IRNAMGS
l.|uc!e_c|f transport IM Transportation ﬁmﬁm% Yes 3rd Party Courier ServicesS5 = 7RidintE Mo
EEAT Client Own Transpodatinns = Beadipdbe wrarehoyzeriss [ EmE(E
Mext Day or Regular F— L {fEH EEES ves 4 Hour Emergency TiER 4 iTERES

aa Half Day or Rush=3EFNIEES No Non-working day EmergencydE L{EH ESEE
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编号：TSDA-3-OP-01-01

                            Facility Tour Registration

库房参观预约登记表

Visitor  Information访客信息

		Visitor Organization Full Name

到访机构全名



		



		Scheduled Visiting Date (YYYY/MM/DD) and Facility

计划到访日期 (年/月/日) 和到访目标实施



		



		Visitor Name

访客姓名

		Visitor Title


访客职位

		Visitor Photo ID #


访客工作证号/身份证号码

(身份证只需填写前4位和后4位数)



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		



		

		

		





Tour Instruction 参观细则

1. CONFIDENTIALITY AGREEMENT FOR FACILITY TOUR --- (“Iron Mountain”) facility tour will include information that may be confidential and proprietary to Iron Mountain. (“Company”) and its authorized representatives, as listed by name and title on the above Authorization Form, hereby covenant that any Confidential Information received during the facility tour shall be used solely for (i) the purposes of discussing and evaluating business opportunities;  (ii) conducting business between the Parties; and (iii) for any services provided by either Party to the other Party. The general manager of the facility shall have the sole discretion to limit the time and the scope of the tour. Company may enter an audit request in order to expand this tour beyond such time and scope, for which a return trip may be scheduled at a time and manner as determined in the sole discretion of the facility’s general manager.

“Confidential Information” as used herein means any and all information, data, know-how, trade secrets, specifications, formulae and design, testing data, evaluation, marketing, construction and process information, whether patentable or not patentable, information regarding Iron Mountain’s processes, systems, policies, procedures, and security which Iron Mountain uses to protect and manage the data stored by its customers and all such other business,  operational and financial information learned about Iron Mountain, any information not generally known to the public or within the industry or trade in which Iron Mountain competes, including technical information pertaining to the configuration and operation of Iron Mountain’s products, services, inventions and ideas, whether tangible or intangible, and regardless of how stored, compiled or memorialized, whether physically, electronically, graphically, photographically or in writing.  Such Confidential Information shall not be duplicated, used, or disclosed, in whole or in part, for any purpose other than to evaluate Iron Mountain.  To the extent practical, Confidential Information shall be disclosed in documentary or tangible form and marked “Confidential” but may also be disclosed orally and/or visually.  Failure to provide a notice of confidentiality shall not give rise to an inference that the information disclosed is non-confidential.  


Company covenants that it:


(a)Shall protect and keep in strict confidence Iron Mountain’s information using the same degree of care and safeguards it uses to protect its own Confidential Information of like importance but in any case no less than a reasonable degree of care.


(b) May disclose Confidential Information received hereunder to its employees, agents, consultants and affiliates on a need-to-know basis for the purposes of this Agreement and who are bound to protect the Confidential Information from unauthorized use and disclosure under the terms of a written agreement.

(c) Shall not copy, reproduce or otherwise duplicate in whole or in part Iron Mountain’s Confidential Information without Iron Mountain’s express written consent.

While Company and/or its authorized representatives are on Iron Mountain premises, they agree to comply with the Iron Mountain safety and security policies.  If it is deemed that Company and/or its authorized representatives are not complying with Iron Mountain safety and security policies, they may be denied access while on Iron Mountain premises and the facility tour shall be concluded and deemed satisfactory to Company.

参观设施的保密协议――铁山档案的设施参观将包括属于铁山档案的机密专有信息。我公司及其授权代表（如以上授权列表上的人员）特此承诺，在参观设施期间收到的任何机密信息均应仅用于(i)讨论和评估商业机会的目的；(ii)在双方之间开展业务；(iii)任何一方向另一方提供的任何服务。运营经理有权自行决定限制参观的时间和范围。我公司在审核过程可能提出超出原定的参观时间和范围，设施经理可以根据实际情况自行决定对应的时间和范围的调整。

此处使用的“机密信息”是指任何和所有信息、数据、专有技术、商业秘密、规格、配方和设计、测试数据、评估、营销、施工和工艺信息，无论是否可申请专利，有关铁山档案用于保护和管理其客户和所有其它业务所存储数据的流程、系统、政策、程序和安全性的信息，了解有关铁山档案的运营和财务信息，公众或铁山档案竞争的行业或贸易中不为公众所知的任何信息，包括与铁山档案的产品、服务、发明和想法的配置和运营有关的技术信息，无论是有形的或无形的，无论如何存储、编译或记忆，无论是物理的、电子的、图形的、照片的还是书面的。除评估铁山档案外，不得复制、使用或披露全部或部分机密信息。在可行的范围内，机密信息应以书面或有形的形式披露或标明“机密”，但也可以口头和/或视觉方式披露。未提供保密通知不应导致推断所披露信息为非保密信息。

我公司承诺:

(a)应使用和保护自己的同等重要机密信息相同的谨慎程度和保障措施保护铁山档案的信息并严格保密，在任何情况下不得低于合理的谨慎程度。

(b)处于本协议的目的，可能会在需要了解的情况下向其员工、代理人、顾问和关联公司披露根据本协议收到的机密信息，并且根据书面协议的条款，他们有义务保护机密信息免遭未经授权的使用和披露。

(c)未经铁山档案明确书面同意，不得复制、或者以其它方式复制铁山档案的全部或部分机密信息。

当我公司和/或其授权代表在铁山档案场所时，他们同意遵守铁山档案的安全和安保政策。如果我公司/或其授权代表被认为不遵守铁山档案安全和安保政策，他们可能会在铁山档案场所被拒绝进入，设施参观应结束将应被视为我公司同意。

2. This registration form is solely for verifying visitors for the facility tour to Iron Mountain records management center. Iron Mountain will keep the registered information strictly confidential.

本登记表仅为访客到铁山文档管理中心参观时核实身份之用，铁山将对所登记资料严格保密。

3. Prior to the visit, visitors must complete all fields of the form and send stamped copy (with company chop) via courier, fax, or email to Iron Mountain at least 1 working day before the visit.  

参观前，到访机构须提前至少1个工作日将完整填写所有信息并加盖所属机构公章及骑缝章的本登记表快递、传真或电邮至铁山公司。

4. Upon the facility tour, all visitors must bring his/her photo ID registered on this form and present to Iron Mountain security personnel to verify before entering Iron Mountain facility.

参观当日，访客须携带本登记表中登记的身份证件，在进入铁山文档管理中心前向铁山安保人员出示以便核对身份。

5. During the facility tour, visitors will be guide & accompanied by Iron Mountain staff. Under all circumstances, visitor shall wear visitor badge or vest, follow the instruction of Iron Mountain staff and stay within the visitor area. Visitor may not carry camera, mobile phone with camera, food, beverage, lighter, match, or other flammable or explosive items into the facility. Visitor may not enter any restricted area, or take any photo or video during the whole tour. Otherwise, Iron Mountain is entitled to terminate the tour immediately.

参观时，访客须全程佩戴访客胸卡或穿戴访客背心，听从铁山陪同人员指挥，仅在访客区停留。访客不得随身携带照相机、有照相功能的手机、食品饮料、打火机、火柴或其他易燃易爆物品进入库区，不得进入访客区以外的区域，不得拍摄照片或视频，如有违反，铁山公司有权随时终止参观行程。

6. In case of emergency, visitors shall follow the instruction of Iron Mountain staff to evacuate from the emergency exit immediately. 

参观时如遇紧急状况，访客须听从铁山陪同人员指挥，立即从紧急出口撤离。

Visitor Organization Company Chop


到访机构公章

_________________________________
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No. 00383269 2021/8/17 16:25
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BUBREXHER (18) sRAS Acct: 091000371001
Acct POZ:
Service Date: 2021/8/18 17:00
Auth:

CONTACT: BBEER Route: GO1

HONE «

FERRE: 1234567

Notes: 4 H INHTEIFY 434, W ZHHRIXL

Location Container Alternate Code Requestor\Cost Center

Building: GRMG

GD-0UTBOUNDO100 000677579
001207452
002143150

Signature

WORKORDER SUMMARY
Total Item Delivery Items

Containers: 3 Filefolders: Tapes:
BREEEIXESHA
BHUEEASSER EFRGNTEAZER
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IRON
MOUNTAIN® INVOICE #lPE
NV KEETHRS
IRV E A S Invoice No. ¥ 50 Page:
Date: 2024\11'01 T
Acct: B ‘ [l ¥=-0 =5 - % }
Account PO#: . N -
» =43 FIKCER 281 | From: 2024/10/1 to 2024:’[0/3/l

RATE QTY TOTAL

STORAGE: 2024/10/1 through 2024/10/31
Box Storage briEHIEA7 % (1.4) (F4fr/30 days) F7eHUfr  FERNEOR TR
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