
1. Staff are not permitted to view video surveillance tapes unless 
authorized by a member of Designated CCTV Staff.


2. Your bags must all be submitted for inspection by security staff prior 
to being permitted entry to the building. 


3. Employees must identify, list, describe, and classify each travel 
expense using Form #56A. Failure to do so will result in the expense 
not being reimbursed and the employee will need to resubmit the 
expense properly.  


4. The Director of each business unit must approve their unit’s File 
Classification Plan annually.


5. Employees must use the YYYY/MM/DD format for dates.
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