NCHHSTP/DHAP/Program Evaluation Branch — December 2012

Guidelines for the Disposal of Paper-Based HIV Test Forms Used for Collecting
National HIV Prevention Program Monitoring and Evaluation Data

The steps below provide guidelines for the disposal of unused HIV Test Forms (OMB No. 0920-
0696), which contain data requirements that will be changing in 2012. Please use this guidance
when your agency has fully moved to the new/revised HIV testing data requirements.

Steps
1. Identify the storage locations of all unused HIV Test Forms (onsite and offsite).

2. Review your organization’s document retention requirements for the unused official
forms and penalties for the misuse of such documents (if applicable). If your agency or
state has an approved record disposition authority, consult them for additional guidance
regarding local requirements.

3. Use a commercial cross-cutting shredder to shred all unused HIV Test Forms. This
should result in pieces measuring 3/32 of an inch. Prior to shredding the unused HIV
Test Forms, you should empty the shredder storage bins of all documents or media
containing confidential information.

4. Dispose of shredded paper based on your organization’s procedures for discarding or
disposing confidential materials.

5. Notify the Program Evaluation Branch (nhme@cdc.gov) that all the unused HIV Test
Forms have been shredded. We will follow up to ascertain that unused HIV Test Forms
have been shredded if we do not hear from you.
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