
OF F ¥S IT E  S TOR AG E  OF  B US INE S S  R E C OR DS

S T O R AG E  A ND  S E R V I C E
AG R E E M E NT

T his AG R E E M E NT  is made and entered into between P E NN R E C O R D S  M A NA G E M E NT  (C ompany) and 

C lient: __________________________________________________________________________________________________________________

Address: ____________________________________  C ity: __________________________________  S tate: ______________  Zip: _____________

P hone: _____________________________________ F ax: ____________________________ E mail: _____________________________________

T he term of this agreement shall begin on the _____  day of ______________, 2__________, and shall continue from the first day of the month 
immediately following on a month-to-month basis.

F OR  G OOD  A N D  VA L U A B L E  C ON S I D E R AT I ON  and intending to be legally bound hereby, C ompany and C lient covenant and agree as follows:

S tor age and S er vi ce
As and when requested by C lient, C ompany will: (a) provide storage for C lient's files and records at C ompany's records center facilities and (b) in connection
with such storage provide the services described in "S chedule A ": attached hereto and incorporated herein by reference.

1.

R ecor ds  S tor age and S er vi ce C har ges
M inimum storage period is for one full month in accordance with the rate schedule set forth on "S chedule A " as and when requested by C lient. C ompany shall 
provide the services described on "S chedule A " in accordance with the rate schedule set forth on "S chedule A ". C ompany shall have the right to change its rate 
schedule for all storage and services upon thirty (30) days prior written notice to C lient.

2.

A ccount C los i ng
W hen C lient is terminating its account, a thirty (30) day written notice must be given to C ompany for the final retrieval of any materials, and payment for all 
past due charges as well as for charges to be incurred involving the account closure must be received within that thirty (30) days. I f payment is not received 
within that time, storage charges will continue to accrue in thirty (30) day increments until such time as payment is received by C ompany.

3.

P aym ent
At the conclusion of each month during the term of this Agreement, C ompany shall render an invoice to C lient for the storage charges and any service charges
provided during such month. I f C lient fails to pay any statement within thirty (30) days of billing, late charges will apply. I n the event an invoice remains unpaid 
for sixty (60) days, C ompany shall have the option of any or all of the following: (1) terminate this Agreement, (2) withhold services, (3) destroy stored materials.

4.

L i m i tati on of L i abi l i ty
T he C ompany shall exercise such care in storing C lient's files and records and in providing services in connection therewith as a reasonable and careful person 
would do under the circumstances. C ompany shall not be liable for any loss or damage, however caused, unless such loss or damage results from a failure of 
C ompany to exercise such degree of care. C lient acknowledges that it is impractical and extremely difficult to fix the actual damages, if any, which may result 
from C ompany's active or passive negligence or failure to perform any of the obligations herein. I f C ompany becomes liable to C lient for failing to exercise 
such a reasonable level of care in storing C lient's business files and records, and/or in providing services to C lient hereunder, C ompany's liability to C lient shall
be limited to $1.00 per affected box. C ompany shall not be liable for any consequential, incidental or exemplary damages. C lient acknowledges that it is 
C lient's responsibility to obtain its own insurance for any loss or damage beyond the scope of C ompany's limited liability hereunder if, in C lient's judgment, 
there might exist a potential for loss or damage in excess of such limitations.

W hen stored materials are ordered out, a reasonable time shall be given to the C ompany to carry out said instructions; and if it is unable to do so (or to 
provide any other service herein contemplated) because of acts of G od or public enemy, seizure or legal process, strikes, lockouts, riots and civil commotions, 
or other reason beyond C ompany's control, or because of loss or destruction of goods for which the C ompany is not liable, or because of any other reason 
provided by law, the C ompany shall not be liable for failure to carry out such instructions or services. T he C ompany reserves the right to deny access to or 
delivery of the stored materials until such time as C lient has cured any default under this Agreement.

5.

I n i t i a l s _______

A uthor i z ed A ccess  to S tor ed F i les  and R ecor ds
D eposited files, records and information contained in stored materials shall be requested by the C lient's designated agent(s) as identified by C lient to 
C ompany on "S chedule B ". I f no "S chedule B " is received, C ompany will assume there is no enforced authorization.

6.

T i tle to S tor ed F i les  and R ecor ds
C lient warrants that it is and will be the owner or legal custodian of any files and records stored with C ompany pursuant to this Agreement and agrees that, in 
the event that C ompany is made a party to any litigation by reason of having possession of files or records, pursuant hereto, C lient will imdemnify, hold 
harmless and defend C ompany from and against any costs, losses, damages or other liabilities, including actual attorney's fees resulting therefrom.

7.

R ecor ds  D estr uc ti on
U pon written instructions from C lient on C lient's letterhead, C ompany shall destroy stored materials at C ompany's standard published rates. I f requested by
C lient, C ompany shall issue a certificate of destruction evidencing the successful destruction of the requested materials. C lient releases C ompany from all
liability by reason of the destruction of stored materials pursuant to C lient's request.

9.

C onfi denti al i ty
T he C ompany and its employees shall hold confidential all information obtained by it with respect to C lient's stored materials. C ompany hereby agrees that its
employees and agents shall be required as a condition of employment to maintain the confidentiality of any and all information contained in the C lient's stored
materials or otherwise acquired by them in connection with the association with C ompany and/or C lient.

10.

G over ni ng L aws: A m endm ent: S uccessor s
T his agreement shall be governed by C alifornia L aw. C aptions contained in this Agreement are for convenient reference only and shall not be used in 
interpreting any of the provisions hereof. T his Agreement may only be modified, amended or terminated in writing. T his Agreement shall insure to the benefit
of and be binding upon the parties and their respective successors and assigns. I f any dispute arises between the parties concerning the interpretation or 
enforcement of any provisions of this Agreement, the prevailing party shall be entitled to recover actual attorney's fees and costs.

11.

M i scel laneous
T his instrument (together with any S chedules attached and documents incorporated herein) constitutes the entire Agreement between the parties, and 
supercedes any and all prior agreements, arrangements and understandings, whether oral or written, between the parties. T his Agreement may not be assigned 
by C lient without the consent of C ompany. N o modification of this Agreement shall be binding unless in writing. T his Agreement shall be construed in 
accordance with the laws of C alifornia without giving affect to its conflict of laws principles. N othing in this Agreement shall be deemed or construed to constitute 
or create a partnership, association, joint venture, or agency between the parties hereto.

12.

R estr i c ti ons  on S tor ed M ater i als
C lient will not at any time store with C ompany any materials which are flammable, explosive, toxic, radioactive, of a nature that might attract vermin or insects
or any other materials which are otherwise illegal, dangerous or unsafe to store or handle in an enclosed area. T he C ompany reserves the right to open and 
inspect any record materials tendered from storage and refuse acceptance of any record materials which fail to comply with the C ompany's storage restrictions
and guidelines. A ll stored material received by C ompany will be in neat and orderly records storage boxes which are stackable. C ompany reserves the right to 
replace and repack containers that are not in good condition or unable to be stacked in order to put the materials into proper condition for storage. C ontainer 
costs and labor costs to replace and repack will be billed to C lient at C ompany's standard published rates.

8.

I N WI T NE S S  WH E R E O F  intending to be legally bound hereby the parties hereto have executed this S torage and S ervice Agreement effective as of the day and year written above.

P E N N  R E C OR D S  M A N AG E M E N T                                                                                                     C lient

______________________________________  D ate _______________________________                          ______________________________________  D ate _______________________________                          
M anager A pproval                                                                                                                                                                             Authorized S igner

W H I T E : R eturn to P enn R ecords M anagement                	Y E L L OW : C lient C opy


