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Requests Procedure Executon

Creates tcket to 
document the 

request and notfies 
Client Relatons and  

Legal

Reviews authority 
of the requester

Notfies Customer 
Support and 

Applicaton Delivery

If authorized

Updates Client 
Relatons  about 

rejecton and 
notfies client

If unauthorized

No Procedure Executon 
Deliverables are received

Prepares Procedure 
Executon Form 
based on Client 
Relatons input

Reviews Procedure 
Executon Form for 

expected 
deliverables and 

notfies Customer 
Support of approval

Enters support tcket 
request to execute 

procedure

Reviews  request

Executes Procedure 
and uploads 

deliverables to 
external drive.**

Receives, reviews, 
and approves 
deliverables

Updates the tcket 
with rejecton and 

notfies client

Completes Procedure 
Executon with written 

approval and consent to 
delete deliverable backup

Attaches consent  to 
delete backup tcket 
and enters request 

to delete

Performs backup 
deleton process

Notfies Legal that 
consent to delete is 

received

Files consent to delete in client 
folder

**Backup copies of 
deliverable are retained.

Rejects

Approves

Reviews request
 to purge

Updates tcket that 
backup deliverables 

are deleted

Notfies client of the 
rejecton

Rejects

Approves

Evaluates that the 
hard drive has been 

encrypted.

Upon approval, ships 
encrypted hard  drive and 

notfies client that 
deliverables are en route.

No Procedure Executon 
Deliverables are received

Notfies client of 
backup deliverable 

deleton

Retains copy of notficaton 
for records

Retains copy of 
rejecton for records


