
Collection & Authorization Record

BLANK OPERATIONAL TEMPLATE - COMPLETE ONLY WITH ACTUAL FACTS
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Job reference Record reference Date / time zone

Customer / organization Authorized contact

Collection location Operator

1 | Received inventory

Asset / batch ID Device / serial / media Condition / quantity

2 | Authorized scope and data instructions

Ownership / title terms Backup responsibility

Count / discrepancies Custody transfer time

Customer acknowledgment / date Operator acknowledgment / date

Receipt records custody and scope only. It does not establish sanitization, destruction, recycling, or
transfer of legal ownership unless explicitly agreed.



Collection & Authorization Record

ILLUSTRATIVE EXAMPLE - FICTIONAL, NOT EVIDENCE OF COMPLETED WORK
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Job reference

SAMPLE-JOB-001

Record reference

SAMPLE-COL-001

Date / time zone

2026-09-16 / CDT

Customer / organization

Example Office Ltd.

Authorized contact

Example representative

Collection location

Example premises

Operator

Serpex example operator

1 | Received inventory

Asset / batch ID Device / serial / media Condition / quantity

SAMPLE-A001 Desktop / DEMO-PC-001; M001 Used; one drive

SAMPLE-A002 Switch / DEMO-SW-002 Used; adapter included

SAMPLE-B001 Ethernet patch cables 8 used cables

2 | Authorized scope and data instructions

Receive and evaluate retired equipment. Remove and return drive SAMPLE-M001 without copying files.

No destruction authorized. Hold remaining devices until data risk is resolved.

Ownership / title terms

Customer retains title pending agreement

Backup responsibility

Customer; no backup service requested

Count / discrepancies

2 devices, 8 cables, adapter; none

Custody transfer time

2026-09-15 10:00 CDT

Customer acknowledgment / date

Illustrative placeholder

Operator acknowledgment / date

Illustrative placeholder

Receipt records custody and scope only. It does not establish sanitization, destruction, recycling, or
transfer of legal ownership unless explicitly agreed.



Custody & Media Movement Log

BLANK OPERATIONAL TEMPLATE - COMPLETE ONLY WITH ACTUAL FACTS

SERPEX | Internal record template | v1.1 | Blank Page 3

Job reference Record reference Date / time zone

Customer / origin Tracked assets / batches

Media-to-parent mapping / authorization reference

1 | Custody events - include internal moves and external handoffs

Date / time Asset / media ID From > to / event Operator / evidence

2 | Packaging, condition, discrepancies and unresolved items

Recipient verification / acknowledgment Reconciliation / operator / date

Internal movements may be performed and checked by the same solo operator. This log is not an independent
audit and does not prove downstream processing completion.



Custody & Media Movement Log

ILLUSTRATIVE EXAMPLE - FICTIONAL, NOT EVIDENCE OF COMPLETED WORK
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Job reference

SAMPLE-JOB-001

Record reference

SAMPLE-CUST-001

Date / time zone

2026-09-16 / CDT

Customer / origin

Example Office Ltd.

Tracked assets / batches

A001, A002, B001; removed M001

Media-to-parent mapping / authorization reference

SAMPLE-M001 / DEMO-HDD-001 linked to desktop SAMPLE-A001. Customer-retained-media instruction under

SAMPLE-AUTH-001.

1 | Custody events - include internal moves and external handoffs

Date / time Asset / media ID From > to / event Operator / evidence

09/15 10:00 CDT A001, A002, B001 Customer > operator; collection COL-001 / AUTH-001

09/15 10:40 CDT A001, A002, B001 Transport > controlled intake Same operator; reconciled

09/16 09:00 CDT A001 / M001 Holding > bench; drive removed Same operator; tagged

09/16 14:00 CDT M001 Operator > verified customer Return acknowledgment

2 | Packaging, condition, discrepancies and unresolved items

Media returned unsanitized. Desktop remaining storage assessment pending. Switch configuration

clearance pending. No missing items reported in this fictional example.

Recipient verification / acknowledgment

Illustrative placeholder

Reconciliation / operator / date

Same operator; 2026-09-16

Internal movements may be performed and checked by the same solo operator. This log is not an independent
audit and does not prove downstream processing completion.



Data-Handling Status Record

BLANK OPERATIONAL TEMPLATE - COMPLETE ONLY WITH ACTUAL FACTS
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Job reference Record reference Date / time zone

Asset / parent ID Media ID / serial

Device / media type Authorization reference

1 | Data risk and customer instruction

Data-bearing assessment / sensitivity / restrictions

2 | Actual action and supporting evidence

Method / tool / version / start-end / evidence reference

Result / status Verification / evidence

Remaining storage, limitations and release decision

Operator / date Reviewer / independence

Record only demonstrated results. This status form is not a destruction certificate, NIST certification, or
proof of successful sanitization. Attach method-specific evidence if sanitization is actually performed.



Data-Handling Status Record

ILLUSTRATIVE EXAMPLE - FICTIONAL, NOT EVIDENCE OF COMPLETED WORK
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Job reference

SAMPLE-JOB-001

Record reference

SAMPLE-DATA-001

Date / time zone

2026-09-16 / CDT

Asset / parent ID

SAMPLE-A001

Media ID / serial

SAMPLE-M001 / DEMO-HDD-001

Device / media type

Desktop / SATA HDD

Authorization reference

SAMPLE-AUTH-001

1 | Data risk and customer instruction

Data-bearing assessment / sensitivity / restrictions

Potentially data-bearing. Customer content not inspected. Customer instructed removal and return of

original drive; no file copies, wiping, or destruction authorized.

2 | Actual action and supporting evidence

Method / tool / version / start-end / evidence reference

Drive removed and returned under controlled custody; see SAMPLE-CUST-001. No sanitization tool used

and no destruction performed. Method-specific checks not applicable to this return.

Result / status

Returned unsanitized; device on hold

Verification / evidence

Customer media-return acknowledgment

Remaining storage, limitations and release decision

Other persistent storage in the desktop must still be assessed. Reuse, sale, donation and internal

deployment blocked until remaining data risk is resolved.

Operator / date

Example operator / 2026-09-16

Reviewer / independence

Same operator; no independent review

Record only demonstrated results. This status form is not a destruction certificate, NIST certification, or
proof of successful sanitization. Attach method-specific evidence if sanitization is actually performed.



Disposition & Closure Summary

BLANK OPERATIONAL TEMPLATE - COMPLETE ONLY WITH ACTUAL FACTS

SERPEX | Internal record template | v1.1 | Blank Page 7

Job reference Record reference Date / time zone

Customer / origin Report status

1 | Asset-level disposition and next destination

Asset / media Path / recipient Data gate / status Evidence / date

2 | Downstream handoff and processing evidence

Measured units / weight / method Provider / receipt reference

3 | Holds, exceptions and requirements before closure

Owner approval / date Customer delivery / acceptance

Do not claim landfill diversion, carbon savings, ESG verification, certified refurbishment or recycling
completion without supporting evidence. Interim reports must clearly identify unfinished work.



Disposition & Closure Summary

ILLUSTRATIVE EXAMPLE - FICTIONAL, NOT EVIDENCE OF COMPLETED WORK
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Job reference

SAMPLE-JOB-001

Record reference

SAMPLE-DISP-001

Date / time zone

2026-09-16 / CDT

Customer / origin

Example Office Ltd.

Report status

INTERIM - open items remain

1 | Asset-level disposition and next destination

Asset / media Path / recipient Data gate / status Evidence / date

SAMPLE-M001 Return to verified customer Unsanitized return completed CUST-001 / 09/16

SAMPLE-A001 Potential reuse; unassigned HOLD: remaining data risk Assessment pending

SAMPLE-A002 Potential reuse; unassigned HOLD: configuration risk Clearance pending

SAMPLE-B001 Assess cables for reuse Non-data-bearing batch Evaluation pending

2 | Downstream handoff and processing evidence

No downstream recycler or destruction provider assigned. No recycling or destruction completed. Any

future handoff must distinguish transfer from confirmed processing.

Measured units / weight / method

2 devices, 8 cables; weight not measured

Provider / receipt reference

Not assigned / not received

3 | Holds, exceptions and requirements before closure

Resolve data holds, authorize final paths, record recipients and handoff evidence, reconcile all

items, and issue final outcome summary. Do not mark job closed while items are unresolved.

Owner approval / date

Illustrative placeholder

Customer delivery / acceptance

Illustrative placeholder

Do not claim landfill diversion, carbon savings, ESG verification, certified refurbishment or recycling
completion without supporting evidence. Interim reports must clearly identify unfinished work.
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